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PREFACE 

Work  Experience  Education  is  a  relative  newcomer  to  the  Alberta 
school  curriculum.   While  some  city  systems  had  used  work  experience 
as  a  part  of  the  training  given  occupational  students  for  many  years 
it  wasn't  until  1970  that  it  became  part  of  the  high  school  credit 
program. 

This  handbook  has  been  prepared  for  the  use  of  work  experience 
coordinators,  school  administrators,  and  counsellors  to  help  them 
organize  and  operate  a  program  that  provides  meaningful  learning 
experiences  to  students. 

The  Department  of  Education  appreciates  the  cooperation  and  support 
given  to  the  program  by  the  Board  of  Industrial  Relations,  The  Alberta 
Teachers'  Association,  The  Alberta  School  Trustees'  Association,  The 
Labour  Unions,  The  Apprenticeship  Branch  and  the  business  people  in 
the  community.   The  success  of  the  program  depends  on  the  continued  good 
will  of  these  cooperating  bodies.   This  handbook  outlines  organizational 
patterns,  procedures  and  regulations  which  have  been  developed  through 
mutual  agreement  by  the  parties  concerned. 
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INTRODUCTION 


INTRODUCTION 


The  importance  of  choosing  a  career  and  obtaining  the  necessary 
preparation  for  that  career  has  long  been  recognized.   Thomas  Carlyle 
stated  that  "It  is  the  first  of  all  problems  for  a  man  to  find  out 
what  kind  of  work  he  is  to  do  in  this  universe." 

Today  we  would  have  to  include  women  in  such  a  statement.   The 
average  high  school  girl  can  look  forward  to  about  25  years  of  employment 
in  business  or  industry.   BoysTon  the  average^will  work  for  about  40 
years.   Effective  career  guidance  and  sound  career  choices  are  extremely 
important  in  light  of  these  facts. 

Work  experience  education  is  a  term  used  to  describe  various 
programs  in  which  young  people  participate  in  work  activities  while  still 
attending  high  school.   Work  experience  education  is  exactly  what  the 
name  implies,  education  obtained  through  experience  in  the  world  of  work. 
The  values  of  work  experience  are  many.   Students  are  given  the  opportunity 
to  "sample"  the  working  world  and  in  so  doing  they  are  confronted  with 
the  reality  that  gives  relevance  to  all  other  methods  of  education.   Work 
experience  education  is  based  on  the  premise  that  worthwhile  educational 
experiences  can  and  do  take  place  in  a  variety  of  environments  other  than 
the  regular  classroom.   Frequently,  on-the-job  activities  are  far  more 
relevant  to  the  student's  personal  and  career  goals  than  the  experiences 
provided  in  the  classroom. 

Years  ago  young  people  could  observe  their  parents  at  work  and 
perhaps  even  work  with  them.   It  was  easy  for  them  to  observe  the  work 
in  many  other  occupations  in  the  community.   Today  students  have  little 
opportunity,  particularly  in  the  larger  centers,  to  obtain  first  hand 
information  about  various  occupations.   Business  and  industry  have  grown 
so  large  that  there  is  no  opportunity  for  students  to  accompany  their 
parents  to  their  place  of  employment.   Parents  may  work  at  a  factory, 
office,  plant,  a  large  store  or  may  be  travelling  on  the  road.   Work 
experience  provides  opportunities  for  close  association  of  students  with 
working  adults  who  are  willing  to  share  their  knowledge  and  experience 


with  them.   In  this  way  they  also  help  to  bridge  the  generation  gap  and 
assist  students  by  making  the  transition  from  school  to  the  world  of 
work  much  smoother. 

Through  work  experience  the  school  is  able  to  make  available  to 
students  the  variety  of  equipment  and  expertise  that  exists  in  the 
community  so  that  the  whole  community  becomes  a  laboratory  in  which 
students  can  experiment,  explore  and  learn  about  the  world  into  which 
they  shortly  will  be  thrust.   All  of  this  at  no  real  cost  to  the  school. 

Work  experience  education  is  a  program  in  which  the  school  and  the 
community  combine  in  order  to  provide  opportunities  for  students  to 
discover  their  career  interests  and  aptitudes  in  a  real  work  situation. 
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OBJECTIVES  OF  WORK  EXPERIENCE  EDUCATION 


The  expectations  for  the  work  experience  education  program  are  that 
the  students  will: 

a.  have  an  opportunity  to  participate  in  meaningful  work; 

b.  gain  an  understanding  of  the  importance  of  developing  acceptable 
work  habits,  good  grooming  and  the  need  for  self-discipline; 

c.  develop  an  understanding  of  positive  attitudes  for  getting  along 
with  people; 

d.  learn  about  the  organization  of  business  and  the  relationships 
of  employee  to  employers,  unions  and  government; 

e.  be  enabled  to  explore  career  opportunities; 

f .  receive  assistance  in  making  the  transition  from  school  to  the 
world  of  work. 
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DEFINITIONS  IN  WORK  EXPERIENCE  EDUCATION 


Work  experience  education  (W.E.E.)  is  a  broad  term  covering  all 
types  of  programs  in  which  students,  under  the  supervision  of  the  school, 
are  involved  in  work,  activities  while  attending  school. 

1.  Work  Experience  25/35 

This  refers  to  employment  undertaken  as  an  integral  part  of  a  planned 
school  program  which  is  under  the  cooperative  supervision  of  a 
teacher-coordinator  and  the  employer.   The  program  consists  of  two 
courses,  Work  Experience  25  and  Work  Experience  35.   Students  may 
obtain  five  high  school  credits  in  each  of  these  two  courses  providing 
they  have  completed  a  minimum  of  125  hours  in  each  course. 

The  program  may  be  a  career  guidance  or  exploratory  program  wherein 
the  student  may  be  given  the  opportunity  to  work  at  two  or  three 
different  occupations.   On  the  other  hand,  a  student  may  spend  all 
of  his  or  her  time  with  one  employer  working  at  one  occupation  or 
learning  about  that  particular  business  or  industry.   The  experience 
provides  a  basis,  through  observation  and  supervised  participation, 
for  an  informed  career  choice. 

2.  Work  Study 

This  refers  to  employment  undertaken  by  a  student  as  an  integral  part 
of  an  approved  school  course  and  which  is  under  the  cooperative 
supervision  of  a  teacher-coordinator  and  the  employer. 

There  are  no  additional  credits  awarded  for  the  work  study  program 
and,  therefore,  no  specific  time  is  required.   An  example  would  be 
a  senior  student  in  a  business  education  program  who  is  placed  in  a 
business  office  in  the  community  for  a  part  of  the  day  over  a  period 
of  two  or  three  weeks. 

Another  example  would  be  students  in  a  building  construction  class 
who  undertake  the  construction  of  a  garage  or  concrete  steps  etc. 
for  a  private  individual  at  an  off-campus  location. 


Students  in  an  automotives  program  may  spend  a  part  of  their  time 
working  with  apprentices  and  journeymen  in  local  garages.   Such 
students  are  already  receiving  credit  for  the  courses  in  which  they 
are  enrolled  and  the  time  for  work  study  is  taken  from  the  time 
normally  spent  in  school  on  that  subject. 

Work  study  can  also  be  provided  for  students  in  academic-occupational 
programs,  in  which  case  the  students  in  their  senior  year  may  spend 
up  to  half  of  each  school  day  at  a  particular  work  station  for 
several  months  during  which  the  student  is  actually  learning  the 
trade  or  occupation. 

Both  work  study  and  work  experience  are  attempts  to  bridge  the  gap 
between  the  school  and  the  world  of  work. 

Work  Station 

An  approved  work  station  must  meet  the  following  criteria: 

(i)   There  must  be  a  trade,  occupation  or  profession  represented, 
(ii)   There  must  be  a  supervising  person  who  is  qualified  in  the 
trade  or  occupation  so  that  person  can  give  direction  and 
supervise  the  student. 
(iii)   The  supervising  person  must  have  time  to  supervise  and  give 
direction  to  the  student. 

It  is  the  responsibility  of  the  coordinator  to  ensure  that  the  work 
station  is  an  acceptable  one.   It  must  be  acceptable: 

a.  in  terms  of  the  Alberta  Labour  Act; 

b.  to  the  school  principal  and/or  coordinator  in  terms  of  its 
educational  content; 

c.  to  the  parents  of  the  student;  and, 

d.  in  terms  of  the  qualifications  of  the  student. 

The  following  is  a  clarification  of  the  employee-student  ratio  as 
stated  in  the  Board  of  Industrial  Relations  Guidelines  and  reaffirmed 
by  the  Work  Experience  Education  Ad  Hoc  Committee  of  Alberta  Education: 

The  ratio  of  students  to  employees  must  continue 
to  be  in  conformity  with  the  table  set  out  by  the 
Board  of  Industrial  Relations.   This  is  interpreted 
to  mean  that  an  employer  may  provide  up  to  125 
hours  for  one  work  station  per  semester  on  the  basis 
of  the  aforementioned  ratio,  (see  page  18) 
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THE  BENEFITS  OF  WORK  EXPERIENCE  EDUCATION 


Benefits  to  Students 


Through  work  experience  education  programs  students  will  be  aided 
in  making  career  choices,  preparing  themselves  for  careers,  developing 
a  vocational  identity  and  making  the  adjustment  to  the  world  of  work 
while  still  in  school.   More  specifically,  these  programs  help  students 
to: 

(a)  learn  useful  skills  on  real  jobs  and  under  actual  working 
conditions; 

(b)  develop  the  necessary  attitudes  for  successful  job  performance, 

(c)  develop  good  work  habits; 

(d)  develop  their  personality  and  poise; 

(e)  learn  to  assume  responsibility; 

(f)  develop  an  appreciation  of  the  dignity  of  honest  work; 

(g)  learn  to  get  along  with  fellow  workers  and  employers; 

(h)   be  aware  of  the  relationship  between  production  and  wages; 

(i)   discover  the  relationship  between  education  and  job  success; 

(j)   learn  about  business  through  participation; 

(k)   explore  worthwhile  jobs  and  careers; 

(1)   make  the  adjustment  to  the  world  of  work  while  still  in  school;  and 

(m)   obtain  employer  references. 


B.   Benefits  to  the  School 


The  school  itself  benefits  since  work  experience  education: 

(a)  makes  available  to  the  school  the  skills  and  knowledge  of 
qualified  persons  outside  of  the  school  for  the  education  and 
training  of  students; 

(b)  makes  it  possible  for  students  to  receive  training  and 
experience  with  equipment  and  facilities  that  are  beyond  the 
financial  ability  of  schools  to  provide; 

(c)  provides  an  opportunity  to  relate  academic  education  to  job 
and  career  requirements; 


(d)  allows  the  school  to  offer  a  broader  range  of  options; 

(e)  helps  keep  participating  teaching  staff  in  close  touch  with 
changes  in  employment  conditions  and  trends; 

(f)  increases  the  school's  ability  to  hold  students  in  school  for 
a  longer  period  of.  time; 

(g)  provides  assistance  in  occupational  or  career  guidance;  and 
(h)   enables  the  school  to  cooperate  with  the  community  at  large 

in  the  education  of  students. 

C.  Benefits  to  Business  and  Industry 

The  work  experience  education  program  provides: 

(a)  a  pool  of  potential  employees; 

(b)  business  and  industry  an  opportunity  to  contribute  a  community 
service; 

(c)  a  possible  reduction  of  staff  turnover;  and 

(d)  business  and  industry  with  an  understanding  of  the  high  school 
program  and  its  relationship  to  the  world  of  work. 

D.  Benefits  to  the  Community 

Work  experience  education  programs: 

(a)  enable  local  students  to  gain  the  skills  and  knowledge  needed 
for  employment  in  their  own  community; 

(b)  greatly  improve  community-school  relations  as  a  result  of 
cooperative  effort  and  better  understanding;  and 

(c)  help  to  reduce  the  number  of  untrained  and  maladjusted  young 
people  who  might  otherwise  become  a  burden  to  the  community. 
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A.   Initiating  A  Program  Tn  Work  Experience  Education 

The  success  of  a  newly  established  work,  experience  education 
program  is  dependent  in  many  ways  upon  careful  long  range  planning  and 
proper  attention  to  organizational  details.   Schools  that  make  last  minute 
decisions  to  implement  the  program  may  run  into  the  difficulties  of 
identifying  a  qualified  teacher-coordinator;  in  selecting  and  scheduling 
students;  in  selecting  and  developing  work  stations  in  the  community; 
in  developing  a  course  of  study;  and  in  providing  necessary  articulation 
between  schools  in  a  community. 

It  is  advisable,  therefore,  for  a  school  system  that  anticipates 
the  introduction  of  a  work  experience  education  program  to  start  its 
planning  a  year  in  advance;  complete  the  steps  as  outlined  in  this  section; 
and  identify  a  qualified  teacher-coordinator  to  do  the  implementation. 

The  success  of  a  work  experience  education  program  rests  with  the 
initial  planning.   The  following  is  a  recommended  sequence  of  steps  for 
initiating  a  new  work  experience  education  program  in  your  community. 

Steps  in  Initiating  a  Work  Experience  Education  Program 

1.  Contact  an  Alberta  Education  consultant  with  responsibilities  in  this 
area. 

2.  Set  up  a  needs  assessment  ad  hoc  committee. 

3.  Identify  a  qualified  teacher-coordinator  to  facilitate  the  program. 

4.  Conduct  a  survey  of: 

a.  local,  provincial  and  national  manpower  needs. 

b.  local  employers  (See  Appendix  1) 

c.  professional  and  trade  associations  regarding  support  of 
the  program; 

d.  students  and  possibly  parents  regarding  interest  in  the 
program. 

The  study  should  reveal  the  jobs  that  are  available  in  the  community  and 
the  job  interests  of  the  students. 


9 

5.  Determine,  with  other  schools  in  your  community,  how  work  experience 
education  programs  will  be  articulated.   The  results  will  determine 
work  station  potential. 

6.  Determine  enrollments  for  a  program  in  your  school. 

7.  If  all  studies  indicate  a  positive  need  for  the  program  proceed  with  a 
request  to  your  school  board  to  offer  the  program  and  an  application  for 
formal  approval  from  Alberta  Education  to  offer  a  Work  Experience 
Education  program  in  your  school. 
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B.  The  Advisory  Committee 

An  effective  community  advisory  committee  can  assist  greatly  in 
the  development  and  smooth  functioning  of  the  program.   The  functions 
of  the  advisory  committee  include: 

(a)  acting  as  liaison  between  the  school  and  employers, 

(b)  publicizing  the  program  in  the  community, 

(c)  assisting  in  locating  work  stations, 

(d)  providing  a  sounding  board  for  new  ideas, 

(e)  advising  with  respect  to  wage  and  hour  problems, 

(f)  assisting  in  obtaining  the  cooperation  of  labour  and  management. 

The  size  of  the  committee  may  depend,  in  part,  on  the  size  of  the 
community,  but  six  to  ten  members  is  a  good  workable  size.   You  may  be  able 
to  draw  from  your  needs  assessment  ad  hoc  committee  the  persons  who  were  most 
helpful  to  form  the  nucleus  of  your  new  committee.   The  committee  should  be 
representative  of  a  variety  of  organizations  which  can  make  a  worthwhile 
contribution  to  the  program,  such  as: 

(a)  Chamber  of  Commerce, 

(b)  local  news  media  persons, 

(c)  service  clubs, 

(d)  business  and  professional  organizations, 

(e)  labour  unions, 

(f)  student  body, 

(g)  parent- teacher  organizations. 

While  the  work  experience  coordinator  should  be  on  the  committee,  it  is 
preferrable  that  he  not  be  chairman.   He  can  still  help  with  the  organizational 
details  and  secretarial  functions  but  by  being  free  to  organize  internally 
the  advisory  committee  is  likely  to  feel  more  responsible  to  its  function. 

C.  Developing  A  Program  Policy 

Once  the  School  Board  has  given  its  approval  to  proceed,  with  work 
experience  education  by  a  formal  motion,  it  is  incumbent  on  the  administration 
to  develop  a  policy  which  will  provide  both  direction  and  consistency  to  the 
program.   This  is  essential  since  the  work  experience  education  program  involves 
so  many  relationships  with  different  groups  of  people,  such  as,  a  variety  of 
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employers,  central  office  personnel,  principals  and  assistants,  counsellors, 
teachers,  parents  and  students.   A  comprehensive  well  written  policy  will 
provide  those  responsible  with  a  clear  set  of  guidelines  to  be  followed.   A 
clearly  defined  policy  will  help: 

(a)  to  assure  consistency  in  decision  making, 

(b)  establish  unity  of  purpose  and  team  cooperation, 

(c)  clarify  for  all  staff  the  constraints  within  which  they  must 
work, 

(d)  to  provide  a  means  by  which  authority  can  be  delegated,  a 
most  important  principle  of  business  organization, 

(e)  maintain  the  morale  of  the  staff  when  they  know  that  the  policy 
is  ethically  sound  and  is  to  be  strictly  followed, 

(f)  maintain  good  relations  with  various  groups  involved  in  the 
program, 

(g)  enhance  the  prestige  of  the  program  in  the  eyes  of  the  public. 

The  policy  should  be  drafted  by  someone  who  has  some  familiarity 
with  the  program  and  should  be  reviewed  by  the  advisory  committee  and  the 
work  experience  education  staff  before  final  submission  to  the  superintendent 
and  the  school  board  for  approval. 


No  one  list  of  policy  items  will  fit  the  needs  of  all  schools  or 
school  systems,  however,  the  following  might  be  considered  a  minimum  list: 


(a 
(b 
(c 
(d 
(e 
(f 
(g 
(h 
(i 
(J 


philosophy  and  objectives. 

program  emphasis. 

organization  and  staffing. 

staff  qualifications. 

relationships  of  staff. 

publicity  and  public  relations. 

responsibilities  of  coordinators,  students  and  employers. 

student  selection  criteria. 

placement  procedure. 

evaluation  of  the  program. 


The  statement  of  philosophy  and  objectives  is  essential  since  it 
lays  the  foundation  on  which  the  program  will  be  built.   The  program 
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emphasis  may  vary  from  one  school  or  community  to  another.   In  some,  the 
emphasis  may  be  purely  on  exploratory  aspects  of  work  experience.   Some 
systems  or  schools  may  stress  occupational  training  for  students  of  low 
ability  while  others  will  make  provisions  for  flexibility  to  accommodate 
the  needs  of  all  students  to  the  best  of  their  ability. 

Organization  and  staffing  deals  with  such  things  as  the  number  of 
schools  that  will  be  involved,  whether  the  program  will  be  handled  from 
a  central  office,  or  whether  each  school  will  operate  individually 
through  its  own  coordinator. 

Selection  of  staff  is  extremely  important  since  the  coordinators 
are  the  keys  to  success.   The  ratio  of  students  to  staff  and  the  amount 
of  time  provided  for  the  staff  to  perform  their  duties  will  determine 
the  amount  and  kinds  of  service  they  can  provide  so  that  these  two  aspects 
need  to  be  considered  together  when  establishing  the  policy. 

Lines  of  responsibility,  coordination  and  cooperation  should  be 
clearly  delineated  in  the  policy.   In  a  small  system  it  may  simply  state 
that  the  coordinator  is  responsible  for  the  operation  of  the  program  and 
will  report  directly  to  the  school  principal. 

Publicity  is  important  in  order  to  inform  students  of  the  oppor- 
tunities available  and  the  procedures  to  be  followed  in  order  to 
participate  in  the  program.   Also,  it  is  important  to  let  the  employing 
community,  parents  and  teachers  know  about  the  program. 

The  procedures  and  responsibilities  for  each  individual  or  group 
directly  connected  with  the  program  must  be  clearly  and  accurately 
spelled  out  in  detail.   This  applies  to  the  coordinators,  students, 
employers  and  parents.   The  procedures  must  be  standardized  to  avoid 
misunderstanding  and  confusion.   These  procedures  involve  such  things 
as  the  registration  of  students,  agreements,  reports,  absences,  withdrawals, 
etc. 

It  may  be  well  for  a  system  embarking  on  a  program  for  the  first 
time  to  look  at  some  of  the  program  policies  that  have  been  developed 
by  other  systems.   One  such  policy  is  included  in  Appendix  3,4  and  5. 


CHAPTER  VI 

ACTS  AND  REGULATIONS  PERTAINING 
TO  WORK  EXPERIENCE  EDUCATION 
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ACTS  AND  REGULATIONS  PERTAINING 
TO  WORK  EXPERIENCE  EDUCATION 


Students  enrolled  in  work  experience  education  in  Alberta  are 
governed  by  enabling  provincial  acts  and  regulations  designed  to  protect 
their  interests.   The  work  experience  coordinator  must  become  familiar 
with  the  applicable  portions  of  these  acts  and  regulations. 

A.  The  School  Act  1970  -  Section  161 

1.  A  board  may  approve  work  experience  education  programs  for  pupils 
in  its  schools. 

2.  Where  a  board  wishes  to  send  pupils  on  a  work  experience  program, 
it  shall  obtain  the  approval  of 

(a)  the  pupil's  parents, 

(b)  the  Minister  or  person  designated  in  writing  by  him,  and, 

(c)  the  Board  of  Industrial  Relations. 

3.  A  pupil  attending  a  work  experience  program  shall  receive  credit 
for  attendance  at  school  for  time  he  spends  in  the  program. 
(1970,  C.  100,  S  161) 

Note: 

Subsection    (1)   above  is   the  reason  we  require  the  signature  of  an 
authorized  representative  of  the  school  board  on   the  application  form 
before  it  can  be  processed. 

B.  The  Alberta  Labour  Act,  1976 

Board  of  Industrial  Relations  Order  No.  1  (1975  Governing  Minimum 
Wages) : 

1.   This  Order  applies  to  all  employees  in  any  employment  and  to  their 
employers  except: 

(d)   students  participating  in  a  work  experience  program  of  a 

school  board  where  the  work  experience  program  is  approved 
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by  the  board  and  by  the  Minister  of  Education,  or  person 
designated  by  him  under  Section  161  of  The  School  Act. 


Note: 

In  essence,    the  above  O.C.    exempts  employers  from  paying  the  minimum 
wage   to  students  enrolled  in  a  work  experience  program  that  has  been 
approved  by   the  Board  of  Industrial  Relations  and  the  Department  of 
Education. 

C.   The  Alberta  Labour  Act,  1973,  Alberta  Regulation.  318/74 

Adolescents  and  Young  Persons  Employment  Regulations: 

1.1  In  this  section  "adolescent"  means  a  person  12  years  of  age  or  older 
and  under  the  age  of  15  years. 

1.2  Subject  to  the  provisions  of  this  section,  an  adolescent  may  be 
employed  in  any  of  the  following  occupations: 

(a)  as  a  delivery  person  of  small  wares  for  a  retail 
store,  or 

(b)  as  a  clerk  or  messenger  in  an  office,  or 

(c)  as  a  clerk  in  a  retail  store,  or 

(d)  as  a  delivery  person  for  the  distribution  of 
newspapers,  flyers,  or  handbills  if  that  occupation 
is  not,  or  is  not  likely  to  be  injurious  to  the 
life,  health,  education,  or  morals  of  the  adolescent. 

1.4  No  employer  shall  employ  an  adolescent  in  any  occupation 

(a)   for  longer  than  two  hours  on  any  day  during  which 
the  adolescent  is  required  to  attend  school. 

Note : 

Since   the  above  regulation  not  only  limits   the  time  for  those  under 
the  age  of  15   years,   but  also  restricts   the  occupations   to   those  listed 
above,    it  is   recommended   that  minimum  age  for  students  in  work  experience 
be  15  years  or  older.      The  only  ones  suitable   to  meet   the  objectives  are 
(b)    and    (c)    above. 
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D.   The  Workers'  Compensation  Act  (Part  4)  19  73  As  Amended  by  Bill  20,  1975 

48.1  In  this  section  "institution"  means 

(a)  any  university,  public  or  private  college,  institute 
of  technology,  agricultural  and  vocational  college, 
vocational  training  centre,  or  secondary  school. 

48.2  Where  a  person  has  been  committed,  or  admitted  to  an  institution, 
and 

(b)  is  participating  in  a  work  training,  or  similar  program 
either  inside  or  outside  the  institution,  he  shall, 
while  so  engaged,  be  considered  a  worker  employed  by 
the  government  for  the  purposes  of  this  Act. 

Note : 

In  effect,    the  above  excerpts  from  The  Workers'    Compensation  Act 
means  that  students  employed  under  an  approved  secondary  school   work 
experience  education  program  are  considered   to  be  employees  of  the 
Government  of  Alberta   for  the  purposes   of  this  Act. 

This  means   that  these  students  have   the  protection  and  are  eligible 
for  the  benefits  provided  under   the  Act  in   the  event   they  are  injured. 
It  also  means   that  in   the  event  of  an  accident   to  a  student   the  employer , 
or  the  firm  where   the  student  was  working  when  injured,   is  not  assessed 
for  the  accident  since   the  student  is  an  employee  of  the  government. 

Accident  reports   for  students  should  be  routed  from  the  employer 
at   the  work  station   through   the  school   principal   to   the  Department  of 
Education.      The  Department  of  Education  verifies   the  fact   that   the  school 
has  been  approved   to  offer  a  work  experience  program  and  that   the  work 
station  concerned  is  listed  on   the  approved  application.      The  Department's 
account  number  and  code  number  are  inserted  on   the  report,   following  which 
it  is  forwarded   to  The  Workers'   Compensation  Board. 
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E.  Federal  Government  Labour  Legislation 

The  minimum  age  for  persons  employed  by  firms  that  fall  under  Federal 
Government  Labour  Legislation  is  sixteen   years.      These  include  the 
following: 

(a)  all  banking  institutions 

(b)  all  interpr ovine ial  transportation  companies,  e.g. 
railways,  airlines,  trucking  firms 

(c)  all  communication  industries,  e.g.  radio,  television, 
telecommunication 

(d)  R.C.M.P.  and  the  military 

(e)  post  offices 

(f)  federal  government  departments 

(g)  grain  handling  companies. 

F.  Insurance 


The  Department  of  Education  assumes  responsibility  to  cover  all 
bona  fide  students  registered  in  Work  Experience  Education  programs  for 
Workers'  Compensation.   This  will  provide  compensation  for  personal  harm 
due  to  an  accident  that  may  befall  the  student  during  the  time  that  he 
is  at  the  work  station.   However,  any  insurance  coverage  deemed  desirable 
must  be  obtained  by  the  student,  the  school  board,  or  the  employer. 
Insurance  coverage  for  students  travelling  to  and  from  the  work  station 
is  the  same  as  is  normally  in  force  for  students  going  to  and  from  school, 
It  is  recommended  that  students  involved  in  work  experience  consider 
purchasing  student  accident  insurance. 


CHAPTER  VII 


GUIDELINES 
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Department  of  Education  Guidelines 

1.  The  school  board  must  first  approve  the  program. 

2.  Application  for  approval  of  each  school's  program  must  be  made  annually. 

3.  The  application  must  be  approved  by  a  designated  representative  of 
Alberta  Education. 

4.  At  least  one  teacher-coordinator  must  be  appointed  in  each  school  or 
school  jurisdiction. 

5.  The  school  must  provide  an  in-class  portion  of  time  for  job  orientation 
and  culmination  as  a  required  part  of  the  course. 

6.  The  school  must  have  a  systematic  evaluation  program. 

7.  The  working  hours  are  restricted  between  8:00  a.m.  and  6:00  p.m.  on 
regular  school  days .   The  exemption  from  the  minimum  wage  by  the  Labor 
Standard  Branch,  Alberta  Labor  and  workers'  compensation  coverage  under 
Alberta  Education  will  apply  only  during  these  hours. 

8.  The  school  must  have  parent  or  guardian  approval  in  writing  before  a 
student  under  age  of  majority  can  participate  in  the  program. 

9.  There  must  be  a  written  agreement  between  the  student  and  the  employer 
which  must  be  signed  also  by  the  parent  or  guardian  and  an  authorized 
representative  of  the  school  board. 

10.  Students  should  be  placed  in  service,  industrial  or  commercial  type 
jobs  outside  of  the  school.   In-school  work  experience,  although  not 
recommended,  should  be  limited  to  work  in  a  different  school  than  the 
one  which  the  students  are  attending  and  preferably  at  a  lower  grade 
level. 

11.  Work  experience  programs  are  normally  associated  with  a  "young 
person"  which,  under  the  Alberta  Labour  Act,  means  a  person  over  15, 
but  under  18  years  of  age.   The  large  majority  of  these  students 
will  be  in  the  high  school.   There  are,  however,  a  group  of  junior 
high  school  students  in  academic-occupational  programs  who  are  not 
earning  high  school  credits,  but  are  old  enough  to  work.   Students 
must  be  15  years  or  over  in  order  to  participate  in  work  experience 
or  work  study  programs,  unless  they  are  in  those  occupations  listed 
in  the  Labour  Act  as  acceptable  for  adolescents. 
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One  of  the  conditions  for  annual  program  approval  by  Alberta  Education 
is  that  the  school  system  will  make  an  annual  evaluation  of  the  program 
which  may  be  in  the  form  of  a  written  report  to  the  school  board  and  a 
copy  submitted  to  Alberta  Education. 

Board  of  Industrial  Relations  Guidelines 

The  primary  concern  of  the  Board  of  Industrial  Relations  in  granting 
any  exemption  from  the  minimum  wage  is  that  regular  (part-time  or  full-time) 
employees  should  not  be  replaced. 

1.  To  this  end,  the  Board  has  developed  a  ratio  of  work  experience  students 
to  regular  staff  of  the  employer  which  must  not  be  exceeded.  The  ratio 
is 

(a)  one  student up  to  5  regular  employees 

(b)  two  students 6  to  10  regular  employees 

(c)  three  students   11  to  15  regular  employees 

(d)  four  students 16  to  20  regular  employees 

(e)  five  students 21  to  25  regular  employees 

(f)  Where  the  employer's  work  force  exceeds  25  employees 
the  number  of  students  should  not  exceed  15%  of  the 
employer's  total  work  force. 

Adherence  to  this  ratio  will  ensure  that  employers  will  not  rely  on 
work  experience  students  for  labour  input,  but  will  only  benefit  from 
their  services  to  the  extent  that  a  student  works  while  learning. 
Employers  should  obviously  be  made  aware  that  the  purpose  of  the 
program  is  not  to  supply  "cheap  labour."   The  maintenance  of  the  ratio 
is  the  only  way,  short  of  an  examination  of  each  work  station,  that 
the  board  car?  satisfy  itself  that  employee  displacement  does  not  occur. 
Teacher-coordinators  accept  this  responsibility  when  placing  students, 
and  programs  are  approved  on  behalf  of  the  Board  on  the  understanding  that 
teachers-coordinators  will  provide  the  necessary  education  of  employers 
and  supervision  of  the  work  experience. 

2.  The  above  ratio  is  to  be  applied  to  each  work  unit  within  a  place  of 
business. 
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For  example,  the  total  number  of  students  placed  in  a  welding  shop 
should  be  applied  to  the  number  of  regular  employees  actually  working 
in  the  shop  (as  opposed  to  .clerical  or  sales  employees  of  the  firm) . 
Similarly,  the  number  of  persons  working  in  the  cafeteria  of  a  school 
may  not  exceed  the  appropriate  ratio  of  regular  employees  who  work  in 
the  cafeteria. 

3.  An  employer  may  provide  up  to  125  hours  per  student  for  each  work 
station  per  semester  on  the  basis  of  the  ratio  in  #1. 

4.  The  person  designated  as  the  supervisor  of  the  student  at  the  work 
station  must  be  qualified  in  the  trade  or  occupation  that  the  student 
is  exploring. 

5.  The  Board  considers  that  hours  of  work  should  be  restricted  to  daytime 
hours  to  coordinate  the  experience  as  a  school  activity.   The  Board's 
approval  of  a  program,  therefore,  applies  between  the  hours  of 

8:00  a.m.  and  6:00  p.m.  only. 


CHAPTER  VIII 


PROGRAM  ORGANIZATION 
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PROGRAM  ORGANIZATION 


The  Work  Experience  Education  Coordinators 

The  teacher-coordinator  is  the  key  person  in  the  work  experience 
education  program.   To  a  large  extent  this  person  is  responsible  for  its 
success  or  failure.   He  or  she  must  be  concerned  with  all  aspects  of 
the  program  conducted  within  the  school  as  well  as  the  liaison  of  the 
activities  between  the  school  and  the  employers.   This  person  must 
understand  students  and  enjoy  working  with  them.   In  addition,  this 
person  should  possess  administrative  skills,  be  adept  in  counselling  and 
supervising  as  well  as  in  teaching.   He  or  she  should  be  capable  of 
maintaining  good  relationships  with  employers  in  various  fields  and  be 
able  to  work  with  educational  and  industrial  leaders  in  order  to  gain 
their  support  and  cooperation.   Above  all,  this  person  must  possess  the 
ability  to  adapt  to  a  variety  of  changing  roles  and  situations.   It  would 
be  advantageous  if  the  person  selected  had: 

(a)  work  experience  in  business  or  industry,  and 

(b)  courses  in  the  practical  arts  and  guidance-psychology. 

Responsibilities  of  the  Work  Experience  Program  Coordinator 

The  assignment  of  an  adequate  number  of  carefully  selected 
individuals  is  the  key  to  success  in  work  experience  education.   No 
matter  what  the  size  of  the  school  system  there  must  be  at  least  one 
person  responsible  for  the  program.   In  a  larger  city  system  a  director, 
or  work  experience  administrator  may  be  appointed  with  offices  and  staff 
centrally  located.   The  coordinators  within  individual  schools  generally 
work  under  the  direct  supervision  and  authority  of  the  principal  and  are 
also  subordinate  to  the  director.   The  director  is  responsible  for  the 
overall  leadership  of  the  program.   The  purpose  of  central  leadership  in 
large  systems  is  to  coordinate  the  activities,  maintain  consistency  in 
policy,  prevent  duplication  of  effort  and  conflict.   A  simple  example  of 
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possible  duplication  and  conflict  would  be  in  canvassing  for  work  stations 
if  each  school  ran  its  own  program. 

In  school  divisions  and  counties  the  person  responsible  will  likely 
be  located  within  the  high  school  and  will  work  directly  with  the  school 
principal . 

In  rural  high  schools  the  work  experience  coordinator  must  carry  out 
most  of  the  duties  that  are  handled  by  the  director  in  a  large  school 
system  as  well  as  the  duties  of  the  coordinator.   These  include 

(a)  preparing  all  the  necessary  paperwork  required  for  smooth 
organization  and  operation  of  the  program 

(b)  conducting  public  relations  activities  aimed  at  the  students, 
parents,  teachers,  employers  and  the  community 

(c)  advising  all  parties  concerned  of  the  legal  implications 
related  to  the  program 

(d)  planning  and  conducting  related  in-school  sessions  on 
orientation,  instruction,  discussions  and  follow-up 

(e)  consulting  with  students  concerning  career  goals 

(f)  initiating  and  maintaining  work  stations 

(g)  referring  students  to  employers  for  assignment  in  the  work 
experience  stations 

(h)  supervising  students  at  the  work  stations 

(i)  conferring  with  employers,  parents,  counsellors  and  teachers 

(j)  evaluating  students  in  consultation  with  the  employers 

(k)  evaluating  work  stations 

(1)  working  closely  with  guidance  counsellors  and  teachers 

(m)  preparing  an  annual  evaluation  and  report  for  the  Alberta 

Education  and  the  School  Board 

(n)  advisory  committee  responsibilities. 

C.   Organization  and  Paperwork 

Teacher-coordinators  prefer  to  work  directly  with  students  and 
employers  rather  than  become  involved  in  a  lot  of  paperwork.   Nevertheless, 
with  an  efficient  management  system  and  the  use  of  appropriate  forms 
designed  to  facilitate  the  operation  of  the  program,  many  of  the  functions  thai 


22 


occupy  the  teacher-coordinator's  time  could  be  handled  by  clerical  staff. 
A  simple,  efficient  system  of  paper  flow  can  result  in  a  considerable 
saving  of  the  teacher-coordinator's  time  and  eliminate  many  problems  that 
would  otherwise  result.   The  number  of  forms  should  be  kept  to  a  minimum 
and  revised  from  time  to  time  to  ensure  their  usefulness. 

In  Chapter  IX  and  the  Appendices  you  will  find  a  variety  of  forms 
that  have  been  designed  for  a  particular  purpose  by  various  schools  and 
school  systems.   Feel  free  to  adopt  these,  or  modify  them  in  any  way  you 
wish  to  suit  the  needs  of  your  program. 

Some  of  the  evaluation  forms  are  more  detailed  than  others.   There 
is  a  place  for  both,  depending  on  the  particular  situation.   Employers 
are  busy  people;  their  time  is  valuable,  and  to  ask  them  to  fill  out  a 
long,  detailed  evaluation  form  for  a  student  who  has  been  employed  by 
them  for  just  a  very  short  period  is  a  real  imposition.   A  brief  check 
list  will  normally  suffice.   On  the  other  hand,  for  students  who  have 
worked  for  one  employer  for  a  considerable  length  of  time,  a  longer 
evaluation  form  is  more  valuable  and  is  justified.   Use  your  best 
judgement  in  such  matters. 

Developing  Work  Stations 

The  teacher-coordinator  must  take  advantage  of  every  means  and 
opportunity  to  locate  suitable  work  stations.   A  good  place  to  start  is 
with  members  of  the  ad  hoc  committee  and  the  advisory  committee.   Most 
stations  will  be  located  through  direct  contact  by  the  teacher-coordinator. 
In  doing  so,  the  teacher-coordinator  should  first  learn  the  name  of  the 
manager,  or  personnel  director  and  ask  for  him  by  name.   The  teacher- 
coordinator  should  give  an  explanation  of  the  purpose  of  the  program  stating 
that  the  prime  reason  for  the  placement  is  to  provide  a  learning  situation 
for  the  student.   At  the  same  time  the  benefits  to  the  employer  should  be 
indicated  as  well  (these  are  outlined  in  Chapter  IV). 

In  evaluating  a  work  station  to  determine  whether  it  is  going  to 
be  a  suitable  learning  environment  for  students,  it  is  most  important  to 
know  the  attitude  of  the  employer.   The  employer  must  have  a  clear  under- 
standing of  the  objectives  of  work  experience  education.   Other  factors  to  be 
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considered  are: 

(a)  The  employer's  reputation  in  the  community. 

(b)  The  attitudes  of  the  employees  in  that  firm  toward  their 
work  and  toward  students. 

(c)  Employer-employee  relationships. 

(d)  Location  of  the  work  station  in  respect  to  the  school 
(is  it  convenient?). 

(e)  Is  there  sufficient  knowledge  and  skills  to  be  attained 
so  that  it  is  a  real  challenge  to  the  student's  career 
interests  and  abilities? 

(f)  Are  the  working  conditions  such  that  they  will  not  endanger 
the  health,  welfare  or  morals  of  the  student? 

(g)  Is  the  employer  prepared  to  maintain  accurate  records  of 
the  student's  performance  on  the  job? 

Prospective  employers  need  to  be  thoroughly  briefed  before  employment 
interviews.   They  need  to  be  familiar  with  the  nature  of  the  program,  what 
they  might  expect  in  terms  of  the  student's  qualifications  (any  previous 
training  or  experience) ,  the  hours  of  work  and  their  responsibilities 
for  training,  agreement  forms,  workers'  compensation  and  minimum  wage 
regulations,  etc.   This  kind  of  information  for  employers  should  be  provided 
in  printed  form  so  that  it  can  be  left  with  the  employer  following  the 
interview. 

Coordinators  should  also  provide  the  prospective  employers  with  a 
form  so  that  the  employers  can  indicate  the  kinds  of  activities,  or  learning 
experiences  that  they  can  provide  for  students  as  well  as  those  activities 
that  the  student  may  observe,  but  not  otherwise  experience.   The  employer 
might  also  indicate  the  kinds  of  occupations  represented  in  a  larger  firm 
and  the  number  of  work  stations  that  would  be  available.   This  information 
is  not  only  valuable  for  the  coordinator  in  determining  whether  the  work 
stations  are  staisfactory,  but  also  provides  a  check  list  for  evaluation 
of  the  work  station  when  visiting  the  station  to  observe  the  student  in 
action.   (See  Appendix  6  for  a  work  station  description  form.) 
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PLANNING  RELATED  INSTRUCTION 

Related  instruction  in  work  experience  education  should  facilitate 
the  development  of  capabilities  the  student  needs  to  enter,  adjust,  and 
advance  in  a  satisfying  career.   A  student's  career  interests  and  plans 
may  change,  but  desirable  vocational  capabilities  and  competencies  needed 
for  future  operations  are  learned  through  the  medium  of  a  specific  job 
within  the  context  of  his  economic  and  social  environment.   Factors  to 
consider  in  planning  related  instruction  are: 

(1)  the  capabilities  and  competencies  to  be  developed, 

(2)  provisions  for  individual  and  group  needs, 

(3)  appropriate  sources  of  learning, 

(4)  coordination  of  instruction  from  the  available  sources,  and 

(5)  appropriate  methods  of  instruction. 

Instruction  must  be  planned  to  provide  an  appropriate  balance  of 
specific  vocational  skills;  occupational  adjustment;  and  career  development 
capabilities  needed  by  the  worker  in  his  occupational  field.  (Appendix  7) 

It  is  highly  recommended  that  group  process  and  discussion  be  implemented 
as  the  most  effective  tool  for  dealing  with  individual  job  related  problems 
through  group  interaction  as  opposed  to  individual  counseling  by  the 
teacher-coordinator.   The  objective  is  the  sharing  of  common  problems 
experienced  by  students. 

The  teacher-coordinator  designs  related  class  instruction  to  meet 
competencies  which  are: 

1.  needed  by  all  workers; 

2.  needed  by  workers  in  an  occupational  field; 

3.  needed  by  workers  of  a  specific  occupation  only;  and 

4.  needed  by  a  particular  worker  in  his  place  of  employment  only. 

These  four  categories  provide  the  outline  for  the  teacher-coordinator 
when  planning  and  writing  each  student's  individual  program.   The  activities 
should  be  varied  between  total  class  participation,  small  group  activities, 
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and  individual  activities  in  addition  to  the  specific  learnings  of  the 
particular  job.   The  methods  of  instruction  should  be  tailored  to  the  needs 
and  maturity  of  the  student.   Competencies  should  be  integrated  (e.g.  resources 
of  the  class,  the  job). 

Specific  skills,  knowledges  and  attitudes  required  to  progress  in  a 
field  should  be  directed  toward  the  following  kinds  of  competencies: 

1.  Manipulating  tools  or  equipment. 

2.  Gathering,  processing,  communicating  or  applying  technical 
information. 

3.  Constructing,  assembling  or  combining  elements. 

4.  Performing  a  service. 

5.  Others,  drawn  from  the  specific  occupation. 

Occupational  adjustment  capabilities  are  interacting  effectively  with 
fellow  workers,  supervisors,  and  conditions  of  the  work  environment  including 
the  following  kinds  of  considerations: 

1.  Learning  how  to  learn  a  job. 

2.  Interacting  with  co-workers,  supervisors,  and  employers. 

3.  Participating  in  worker  groups  as  a  member  and  leader. 

4.  Developing  desirable  work  habits  and  attitudes. 

5.  Making  rational  economical  decisions  about  employment, 
spending,  saving,  and  participating  in  a  private  enterprise 
economy . 

6.  Preparing  for  the  jobs  ahead. 

7.  Managing  work  and  leisure  time. 

8.  Keeping  abreast  with  current  developments  in  the  occupation. 

9.  Others,  drawn  from  the  environments  where  the  occupation  is 
found . 

Career  development  capabilities  focuses  on  learning  about  the  occupational 
field  and  the  lives  of  workers  in  the  occupations  and  looking  inward  at  one's 
own  potential  needs,  abilities,  and  aspirations  as  they  relate  to  careers. 
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Capabilities  would  include: 

1.  Assessing  and  analyzing  one's  own  needs,  interests, 
abilities  and  aspirations. 

2.  Assessing  and  analyzing  the  potential  opportunities  and 
satisfactions  of  an  occupational  field. 

3.  Predicting  one's  own  chances  of  being  successful  and 
satisfied  in  the  occupational  field. 

4.  Making  decisions  and  plans  to  achieve  goals  and  aspirations. 

Following  is  a  suggested  outline  of  topics  which  could  be  utilized  in 
covering  some  of  the  occupational  adjustment  capabilities  needed  by  all 
workers.   These  topics  should  be  integrated  into  learning  activities  in 
the  classroom  and  on  the  job;  and  not  adhered  to  through  step-by-step 
coverage  —  diversity  should  be  provided: 

Topics  Pertinent  to  Occupational  Adjustment 

I.   Essential  Factors  in  Job  Search  and  Application 

A.  What  types  of  jobs  can  I  do? 

1.  Research  vocational  books  and  magazines. 

2.  Study  the  job  picture  in  the  community. 

3.  Thoroughly  study  past  experience  and  abilities. 

B.  What  types  of  jobs  can  I  most  enjoy? 

1.  What  hobbies  do  I  enjoy? 

2.  What  jobs  relate  to  them? 

3.  Do  I  enjoy  working  with  lots  of  people? 

4.  Do  I  enjoy  working  alone? 

5.  Do  I  prefer  indoor  or  outdoor  work? 

6.  What  are  my  strongest  likes  and  dislikes? 

C.  What  agencies  can  help  me? 

1.  Provincial  Employment  Service. 

2.  School  Counseling  Office. 

D.  Preparation  for  Interview 

1.  Approach. 

2.  Knowledge  of  business  and  firm. 

3.  Choosing  time  and  place. 
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E.   Completing  the  application. 
1.   Have  prepared  resume. 

II.   Basic  Housekeeping  Duties  on  all  Jobs. 

A.  Care  of  the  space  you  work  in. 

B.  Care  of  the  equipment  used. 

C.  Share  in  general  housekeeping. 

1.  Daily  cleaning  of  shop,  store,  etc. 

2.  Extra  cleaning  in  any  slack  time. 

3.  Periodically  cleaning  thoroughly,  including  equipment, 
windows,  etc. 

III.   Human  Relations,  Conduct  and  Appearance  on  the  Job. 

A.  Relations  with  other  workers. 

1.  Benefits  derived. 

a.  Helpful  suggestions. 

b.  Cheerful  atmosphere. 

c.  A  first  step  to  promotion. 

2.  Benefits  give  others. 

a.  Job  satisfaction. 

b.  Cooperation  and  mutal  benefits. 

B.  Relations  with  supervisors. 

1.  Understanding  supervisors'  problems. 

2.  Value  of  your  individual  responsibility. 

C.  Safety  on  the  job. 

1.  Danger  to  self  and  others. 

2.  Annoyance. 

3.  Interference  with  work. 

D.  Value  of  cheerful  personality. 

1.  Increases  personal  production. 

2.  Contributes  to  unit  production. 
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E.   Proper  appearance  on  the  job. 

1.  Cleanliness  always. 

2.  Improve  personal  feeling. 

3.  More  pleasant  for  others. 

4.  Selection  of  attire  for  each  job. 

5.  Care  of  employer  furnished  uniforms. 

IV.   Personal  Habits  and  Health  Habits,  Effect  on  the  Job 

A.  Personal  habits. 

1.  Considerate  of  others. 

2.  Offensive  habits  avoided. 

a.  Smoking  in  improper  places. 

b.  Leaving  unclean  facilities. 

c.  Use  of  distasteful  language. 

d.  Annoying  habits  and  mannerisms. 

B.  Health  habits. 

1.  Cleanliness  of  person. 

2.  Sound  eating  and  sleeping  habits. 

3.  Results  in: 

a.  Less  sick  leave. 

b.  Alert,  efficient  and  safe  work. 

c.  Pleasant  personality. 

V.   Personal  Finances,  Effects  on  the  Job. 

A.  The  worry-free  worker. 

B.  Demonstration  of  your  sound  judgement. 

VI.   Personality  Growth  and  Development. 

A.  Benefits  of  desirable  recreation. 

B.  Benefits  of  public  service  activities. 

C.  Benefits  of  intellectual  activities. 
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VII.   Telephone  Skills 

A.  Telephone  etiquette. 

B.  The  telephone  voice. 

C.  Making  the  telephone  work  for  you. 

VIII.   Communications,  Oral  and  Written 

A.  Oral  communication. 

1.  The  conversation  voice. 

2.  The  speaker's  platform  voice. 

3.  The  telephone  voice. 

B.  Written  communication. 

1.  The  formal  letter. 

2.  The  business  memo. 

3.  The  note  or  message. 

IX.   Automation  and  Projected  Changes 

A.  Will  the  job  exist  tomorrow? 

1.  What  was  the  job  like  ten  years  ago? 

2.  What  new  skills  are  needed  today? 

3.  What  trends  are  apparent? 

B.  What  new  skills  are  growing  in  the  occupation? 

1.  Is  training  needed? 

2.  Are  schools  available? 

3.  Is  home  study  material  available?   Where? 


CHAPTER  IX 


EVALUATION 
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EVALUATION 


Students  taking  Work  Experience  25  and  35  courses  need  to  be 
evaluated  on  their  performance  in  the  work  station.   The  following  pages 
provide  information  through  sample  forms  used  by  teacher  coordinators,  work 
station  supervisors  and  the  students  themselves. 

7.  VoAionmancn  Rating  ion.  Stxx.de.ntA  in  Won.k  Expe/tie.nce. 
Education   {TeacheA-Coon.dinaton.'6-  Eonm) 

2.  VeAionmance.  Routing  ^on.  Stu.de.ntb  in  Won.k  ExpeAiznce. 
Educcution   [Won.k  Station  SupeAvtbon.  Eonm) 

3.  Stud&nt'A  Evaluation  o&  Won.k  Expedience.  Education 
[Stude.nt'4  Eonm) 

4.  Student1  i>  SummaJiy  Skzet 

5.  Employ  eA' 6  SummoAy  Ske.et 

Alberta  Education  reserves  the  tight  to  make  periodic  evaluations  in 
all,  or  randomly  selected  school  districts  to  determine  the  credibility  of 
the  work  experience  courses. 

Students  in  the  work  study  program  are  to  be  evaluated  by  their 
subject  area  teacher.   The  teacher  should  get  an  evaluation  of  the  student's 
activities  while  at  the  work  station  from  the  supervisor  in  charge. 
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PERFORMANCE  RATING  FOR  STUDENTS  IN  WORK  EXPERIENCE  EDUCATION 


School  Board 


Cooperating  Company 


Student 


The.  touting  in  e.ach  cxLt2.gon.ij  aj>  bcuzd  on  a  i>ojxLe,  o{  one.  to  &ive., 
one.  being  the.  lowest.     Place,  a  chzck  monk  opposite  the  numbeA  and 
4tatwe.nt  that  but  &eJ>cAibeJ>  thu,  6tu.de.nt' i>  peA^onmance . 


Accuracy  of  Work: 


Use  of  Working  Time : 


1.  Makes  many  errors 

2.  Is  careless 

3.  Usually  accurate 

4.  Is  careful 

5.  Consistently  accurate 


1.  Very  wasteful 

2.  Wastes  time 

3.  Fair  use  of  time 

4.  Keeps  busy 

5.  Busy  and  effective 


Care  of  Working  Area; 


Job  Learning  and  Application: 


1. 

Very  Untidy 

1. 

2. 

Careless 

2. 

3. 

Keeps  area  clean 

3. 

4. 

Keeps  clean  and  c 

•rderly 

4. 

5. 

Exceptionally  clean 
orderly 

and 

5. 

Use  of  Materials/Equipment 

Responsi 

1. 

Rough 

1. 

2. 

Careless 

2. 

3. 

Adequate 

3. 

4. 

Careful 

4. 

5. 

Very  Careful 

5. 

Little  or  no  learning 

Learns  with  difficulty 

Adequate 

Learns  with  ease 

Exceptional  ability 


Irresponsible 

Evades  responsibility 

Accepts  responsibility 

Seeks  responsibility 

Handles  responsibility 
well 


32 


Attendance 


Attitude  Toward  Co-Workers : 


1.  Frequently  absent  or  late 

2.  Often  late  or  absent 

3.  Occasionally  absent  or  late 

4.  Seldom  absent  or  late 

5.  Never  absent  or  late 


1.  Does  not  get  along 

2.  Poor  interaction 

3.  Gets  along  satisfactorily 

4.  Works  well  with  others 

5.  Excellent  relationship 


Attitude  Toward  Supervisors: 


1.  Disrespectful 

2 .  Poor  cooperation 

3 .  Cooperates  when  asked 

4.  Cooperates  willingly 

5.  Very  respectful,  helpful 


Speed  in  Performing  Duties 


Initiative 


1.  No  sign  of  initiative 

2.  Displays  little  iniative 

3 .  Average 

4.  Requires  little  direction 

5.  Is  self-motivated 


1. 

Very  slow 

2. 

Slow 

3. 

Adequate 

4. 

Fast 

5. 

Exceptionally  fast 

Personal 

Appearance: 

1. 

Slovenly 

2. 

Untidy 

3. 

Tidy 

4. 

Neat  in  keeping  with 

the  work 

5.   Exceptionally  pleasing 


Additional  Comments: 


SA,gnatuA.& 


Vo&aXLovi 


Vote. 
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PERFORMANCE  RATING  FORM  FOR  STUDENTS 
IN  WORK  EXPERIENCE  EDUCATION 


School  Board: 
Student's  Name 
Company  


Date 


Occupation 


SupeAvtboi:     TkiA  suiting  6hczX  li>  uAzd  by  tht  ttackeA- coordinator.  faoK. 
co unA citing  puApo6&> .     P£eai£  cAecfe  the,  column  wkich  but  dzAcnibzA  the 
6tu.de.nt. 


Characteristics 

Excellent 

Good 

Average 

Poor 

Very 
Poor 

Quality  of  Work 

Attitude  toward  the  job 

Dependability  to  do  the  job  assigned 

On  time  and  at  work  regularly 

Initiative  (finds  work  to  do) 

Personal  appearance 

The 


School  Board  appreciates  your  assistance 


with  our  Work  Experience  Education  program.   Please  feel  free  to  list 
additional  comments  regarding  the  progress  of  the  student  below.   If 
space  is  insufficient  use  the  back  of  this  paper. 


Monk  Station  SupeAvt&on. 
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STUDENT'S  EVALUATION  OF  WORK  EXPERIENCE  PROGRAM 


School: 


Student's  Age                     Male 

Female 

Program  Taken:   W.E.  25          W.E.  35 

Work  Study 

My  work  station  was  in  (a)  business 

(b)  industry 

(c)  other 

Description  of  Work  Station: 

VouA  opi.ni.oni>  fizgcuiding  tkz  i>£a£zmznt£>  bzlou)  uiUX  aid  in  evaluating  ouA. 
Woik  Ex.p2Ai.zncz  Education  pxoghjam.     [PIzoaz  ciAcZz  youA  anbwz/i) . 

A.   As  a  result  of  my  participation  in  the  Work  Experience  Education 
program: 

1.  I  feel  my  high  school  program  is  preparing  me  for 

the  kind  of  work  I  would  like  to  do.  YES   NO 

2.  I  am  looking  forward  to  going  to  work.  YES   NO 

3.  I  feel  sufficient  time  was  spent  introducing  me  to 

the  job  station.  YES   NO 

4.  I  feel  sufficient  time  was  spent  by  the  supervisor 

on  the  job  giving  me  continuing  instruction.  YES   NO 

5.  I  feel  there  was  sufficient  variety  of  assigned 

tasks  to  make  the  job  interesting.  YES   NO 


B.   Work  experience  has  contributed  to  a  better  understanding  of  what  it 
means  to  work. 

1.  I  have  a  more  realistic  idea  of  my  capabilities.       YES   NO 

2.  I  feel  that  students  from  this  program  will  be 

accepted  on  the  job.  YES   NO 

3.  I  feel  more  confident  when  applying  for  a  job.         YES   NO 
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4.  I  see  the  importance  of  learning  to  follow 

instructions.  YES   NO 

5.  I  found  the  assigned  tasks  were  in  keeping  with  my 

ability.  YES   NO 

6.  I  found  that  there  is  a  relationship  between  school 

and  work.  YES   NO 

7.  I  realize  that  my  success  will  depend  on  my  efforts.   YES   NO 


C.   Work  experience  has  helped  me  become  more  responsible. 

1.  I  am  more  aware  of  the  responsibilities  related  to 

a  job.  YES   NO 

2.  I  see  the  need  for  learning  to  work  with  other 

people.  YES   NO 

3.  I  recognize  the  importance  of  developing  skill  in 

all  kinds  of  communication.  YES   NO 

4.  The  other  employees  accepted  me  as  one  of  the  group.   YES   NO 


D.   Work  experience  can  help  one  understand  the  community  better. 

1.  I  feel  that  I  have  learned  quite  a  bit  about  how  a 

business  functions.  YES  NO 

2.  I  know  why  people  sometimes  go  on  strike.  YES  NO 

3.  There  is  a  relationship  between  education  and  work.  YES  NO 

4.  I  feel  I  know  what  is  expected  of  me  in  a  job.  YES  NO 

5.  I  feel  I  can  be  successful  in  a  job.  YES  NO 
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SUMMARY   SHEET 
STUDENTS'    WORK  EXPERIENCE  EVALUATION 


le.ach.ex  Coordinator: 

and  complete,  the.  &tateme.Yiti>  beJLow. 


Vlca^e.  AummaAtzz  the.  student  sieAponAZA 


GENERAL 


1.  Number  of  respondents  taking  W.E.  25 

2.  Number  of  respondents  taking  W.E.  35 

3.  Number  of  respondents  in  Work  Study 

TOTAL 


In 
Business 


In 
School 


SUMMARY  OF  RESPONSES 


A.   As  a  consequence  of  my  participation  in  the  Work  Experience  Education 
program: 


1.  I  feel  my  high  school  program  is  preparing 
me  for  the  kind  of  work  I  would  like  to  do. 

2.  I  am  looking  forward  to  going  to  work. 

3.  I  feel  sufficient  time  was  spent  initially 
introducing  me  to  the  job  situation. 

4.  I  feel  sufficient  time  was  spent  by  the 
supervisor  in  giving  me  continuing 
instruction. 

5.  I  feel  there  was  a  sufficient  variety  of 
assigned  tasks  to  make  the  job  interesing. 


YES 


NO 


B.   Work  experience  has  contributed  to  a  better  understanding  of  what  it 
means  to  work. 


1.   I  have  a  more  realistic  idea  of  my 
capabilities. 
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2.  I  feel  that  students  from  this  program  will 
be  accepted  on  the  job. 

3.  I  feel  more  confident  when  applying  for  a 
job. 

4.  I  see  the  importance  of  learning  to  follow 
instructions. 

5.  I  found  the  assigned  tasks  were  in  keeping 
with  my  ability. 

6.  I  found  there  is  a  relationship  between 
education  and  work. 


YES 


NO 


C.   Work  experience  has  helped  me  become  more  responsible 


1.  I  am  more  aware  of  the  responsibilities 
related  to  a  job. 

2.  I  see  the  need  for  learning  to  work  with 
other  people. 

3.  I  recognize  the  importance  of  developing 
skill  in  all  kinds  of  communication. 

4.  The  other  employees  accepted  me  as  one  of 
the  group. 


D.   Work  experience  can  help  one  understand  the  business  community  better, 


1.  I  feel  I  have  learned  quite  a  bit  about  how 
a  business  functions. 

2.  I  know  why  people  sometimes  go  on  strike. 

3.  There  is  a  relationship  between  education 
and  work. 

4.  I  feel  I  know  what  is  expected  of  me  in  a 
job. 

5.  I  feel  I  can  be  successful  in  a  job. 
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SUMMARY  SHEET 
EMPLOYERS'  WORK  EXPERIENCE  EVALUATION 


Please  summarize  the  employers'  responses  by  completing  the  form  below. 


CsUXz/Ua:     5  -  Outstanding 

4  -  Above,  kvQAaQe. 
3  -  Avz/iage, 


1  -  Be.tou)  AveAage. 
1  -  Um>  cutis  hacZoty 


Area  I:   COMMUNICATION  SKILLS 

(a)  Ability  in  oral  communication 

(b)  Ability  in  written  communication 

(c)  Knowledge  of  the  vocabulary  related 
to  the  job 

Area  II:   VOCATIONAL  SKILLS 

(a)  Quality  of  work  ability  to  meet 
quality  standards 

(b)  Quantity  of  satisfactory  output  of 
work 

(c)  Job  know-how  application  of  acquired 
knowledge  and  skills 

(d)  Use  of  tools  and  equipment 

(e)  Care  of  materials  and  supplies 

Area  III:   PERSONAL  AND  SOCIAL  QUALITIES 

(a)  Cooperativeness  -  ability  to  work 
together  with  people 

(b)  Self-control  -  ability  to  control 
one's  emotions 


Summary  < 

}f  Responses 

5 

4 

3 

2 

1 
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(c)  Poise  -  demonstrates  level  of  self- 
confidence  appropriate  for  the  job 

(d)  Reaction  to  advice  and  constructive 
criticisms 

(e)  Willingness  to  follow  directions 

(f)  Adaptability  -  capacity  to  adjust 
to  new  problems  and  changing 
situations 


Area  IV:  WORK  QUALITIES  AND  HABITS 


(a 

(b 
(c 
(d 
(e 
(f 


Industry  -  personal  application  to 
assigned  work 

Reliability 

Initiative 

Attendance 

Punctuality 

Ability  to  follow  directions 


Summary 

of  Responses 

5 

4 

3 

2 

1 

Summarized  by 

School:  

Comments : 


CHAPTER  X 


FORMS 
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FORMS 


Information  Concerning  the  "Application  for 
Approval  of  Work  Experience  Program" 

1.  Application  must  be  made  annually  for  each  school  that  wishes  to  offer 
the  program.  Application  forms  are  obtainable  from  the  Consultant  for 
Industrial  Education,  Alberta  Education 

2.  The  "Application  for  Approval  of  Work  Experience  Program"  must  first 

be  signed  by  an  authorized  representative  of  the  school  board  indicating 
the  board's  approval  of  the  program  as  outlined  and  agreement  with  the 
conditions  stated  in  the  application,  following  which  the  application 
must  be  approved  by  a  representative  of  the  Department  of  Education. 
The  Board  of  Industrial  Relations  and  the  Apprenticeship  Branch  have 
approved  the  placement  of  students  in  work  stations  subject  to  their 
guidelines.   Copies  of  the  approved  applications  are  forwarded  to 
their  offices  by  Alberta  Education. 

3.  No  students  are  to  be  placed  in  work  stations  until  the  school  has 
received  approval  of  their  applications  for  the  current  year. 

4.  It  is  recommended  that  the  inital  applications  for  the  new  school 
year  be  submitted  well  prior  to  the  opening  date  of  classes  so  that 
there  will  be  very  little  delay  in  placing  students  at  work  stations. 

5.  On  receipt  of  the  approved  applications  the  school  coordinator  may 
place  the  students  in  the  work  stations  providing  he  has  obtained 
parental  consent  for  each  student  and  has  completed  a  student -employer 
agreement.   This  agreement  when  signed  by  the  student,  the  parent  or 
guardian  (if  under  the  age  of  majority) ,  the  employer  and  the  school 
representative,  should  be  filed  in  the  school  office. 

6.  Only  the  work  stations  listed  on  the  "Application  for  Approval  of 
Work  Experience  Program"  are  approved  along  with  the  numbers  of 
students  in  the  student -employer  ratios  indicated.   Should  the  school 
wish  to  add  to  the  list  of  students  and/or  work  stations,  they  must 
make  application  in  the  same  manner  as  they  did  for  the  original 
application. 
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7.   A  copy  of  the  form  to  be  used  by  the  school  board  In  making 

application  to  offer  a  work  experience  program  is  shewn  on  the 
following  two  pages. 
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School 
Address 


APPLICATION  FOR  APPROVAL  OF 
WORK  EXPERIENCE  PROGRAM 
19  to  19  

Date 


Postal  Code 


Work  Experience  Coordinator: 


School  Code 
Phone  No. 


Phone  No. 


1.  Number  of  Students  Involved 

Work  Experience  25  (5  credits) 
Work  Experience  35  (5  credits) 
Work  Study  (non-credit) 

2.  Description  of  Work  Experience  Education  Stations 


Total 


Name  of  Business     Type 
or  Firm         of  Work 


*  No.  of 
Employees 
Presently 
Employed 


Students' 
Supervisor 
In  Business 


No.  of 
Students 
Enrolled 


*  See  Woik  Exp&Uznc<L  Handbook,  page,  IS,  ttzm  2. 

[I  I  Apacz  iA  InAu^icte.nt  attack  Azpanate.  t>W<LoX\ . 

Evaluation  procedures  (outline  briefly  how  evaluation  of  the  program 
and  the  students'  work  will  be  carried  out  i.e.  involvement  of 
employer  and  coordinator,  etc.). 
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4.   Are  students  on  Work  Experience  paid  a  wage?  Yes  No 


If  "yes"  does  the  school  district  have  a  standard  wage  rate?  Yes     No 
If  "yes"  state  rate:  


5.  Are  the  students  enrolled  in  your  Work  Experience/Work  Study  Program 
covered  by  your  Board's  liability  insurance?  Yes  No  

6.  It  is  understood  by  the  School/County  Board  and  the  Employer  that  students 
registered  in  the  Work  Experience /Study  Program 

(a)  will  not  replace  regular  employees 

(b)  will  be  protected  by  the  Workers'  Compensation 
Act  upon  acceptance  of  this  application  by  the 
authority  named  in  Item  8,  and  that 

(c)  students  who  work  days  or  hours  before  or  after 
the  hours  as  specified  for  the  Work  Experience 
Program 

(i)  are  not  covered  for  Workers'  Compensation 
by  the  Department  of  Education,  and 

(ii)  shall  be  paid  at  a  rate  not  less  than  the 
applicable  minimum  wage. 

7.  The  School  Board  or  County  of  attests  that 

parental  or  guardian  approval  will  be  obtained  on  the  student's  behalf 
and  that  a  student -employer  agreement  will  be  signed  by  both  parties  and 
the  parents  of  under-age  students,  and  that  this  contract  will  be  on 
file  at  the  school  attended  by  the  student,  before  the  students  is  placed 
at  the  work  station. 

Date  Si.gmd  


Representative  of  the  School 
Board  or  County 


8.   On  the  basis  of  the  information  provided  in  this  application,  approval 
is  hereby  granted  to  the  School  District  or  County  named  above  to 
proceed  with  the  program  as  outlined  herein. 

Date  Sign&d  


Consultant  for  the  Department 
of  Education 
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(Name  of  School  District) 

WORK  EXPERIENCE 
ACCIDENT  REPORT  FORM 

(Suggested  form  for  local  jurisdictional  use  and  record) 
School  Date: 


Student's  Name  Is  student  covered  by    Yes 

Accident  Insurance?       No 

Parent's  Name:  

Address :  

Class:  Date  and  time  of  accident:  

Place  where  accident  happened:  

Company  Official:  


Particulars:   (Nature  and  cause  of  accident) 


First  Aid  given  by: 
Attending  Physician: 


Name  of  Hospital  or  Medical  Centre: 
Report  of  Medical  Officers  or  Nurse 


Coordinator  Report  Prepared  By 


Principal  Nurse 

Note.:     Vtizpa/ie.  in  Tnlpticate.:     1  Copy  faon.  the.  School 

2  Copies  to  the.  Bocuid  O^tcz 
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PARENT  CONSENT  FOR  WORK  EXPERIENCE 
(To   be  Katalntd  by  i>chooti>) 

Name  of  Parent  Phone 


Address  .__     Student 

Name  of  School 


I  hereby  consent  to  the  above-named  student  being  placed  in  an  employment 
situation  for  the  purpose  of  work  experience  in  the  school  year  . 

I  understand  that : 

1.  There  may  be  no  remuneration. 

2.  Time  and  place  of  work  experience  will  be  determined  by 
an  authorized  member  of  the  Calgary  Board  of  Education 
teaching  staff. 

3.  Work  and  examinations  missed  in  other  classes  must  be 
completed. 

4.  The  student  will  be  expected  to 

(a)  be  prompt  and  regular  in  attendance  at  work 

(b)  conform  to  company  rules  and  regulations 

(c)  accept  direction  and  assignments  from 
authorized  supervising  personnel. 

5.  Students  may  be  withdrawn  from  a  station  at  the  request  of 
the  employer  by  notice  to  the  Supervisor  of  Work  Experience. 


SIqvwlXiiA.2.   Vcutz 


Calgary  Board  of  Education 
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AGREEMENT  FOR  WORK  EXPERIENCE  EDUCATION  PROGRAM 

Program 

Work  Experience  Education  is  a  program  which  is  expected  to  broaden 
the  students'  knowledge  and  provide  an  opportunity  for  the  individual 
to  develop  and  practice  skills  in  a  real  working  environment. 

Some  expectations  for  the  course  are  that  the  individual  will: 

(a)  have  an  opportunity  to  participate  in  meaningful 
work; 

(b)  gain  an  understanding  of  the  importance  of  developing 
acceptable  work  habits,  good  grooming  and  need  for 
self -discipline , 

(c)  develop  an  understanding  of  positive  attitudes  for 
getting  along  with  people, 

(d)  learn  about  the  organization  of  business  and  the 
relationships  of  employee  to  employer,  unions,  and 
government  through  direct  contact  with  these  agencies. 


Please  Check  Appropriate  Course  Designation: 

Work  Experience  25:  Work  Experience  35: 

School  Jurisidiction: 


Work  Study 


Parties  to  the  Agreement 


Name  of  Student  Worker 
Student's  Job  Title: 


Address  of  Student 


Phone  Number 


/ 

/ 

/ 

Name 

of 

Sup 

>ervising 

Off 

icer 

Position 

Address 

Phone 

No. 

/ 

/ 

Name 

of 

Employer 

Address  of  Employer 

Phone 

Number 

/ 

/ 

Name  of  Parent  or  Guardian  Address 

The  Board  of  Trustees/School  Committee  of  the 


Phone  Number 
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1 .   EMPLOYMENT 


The  student  worker  agrees  to  enter  the 
employ  of  the  employer  and  the  employer 
agrees  to  employ  and  supervise  the  student 
worker. 


2 .   DUTIES 


The  student  worker  agrees  to  perform  for 
the  employer  the  duties  included  in  the 
job  description  as  determined  by  the 
employer. 


3.   REPORT  FORMS,  VISITS 


4.   WORKERS'  COMPENSATION 


The  Board  shall  keep  the  employer  supplied 
with  forms  for  reports  by  the  employer  to 
the  Board  concerning  the  work  and  conduct 
of  the  student  worker.   The  Board  reserves 
the  right  to  visit  the  student  worker  to 
assist  in  the  educational  aspects  of  the 
program. 

The  parties  are  aware  of  Bill  20,  1975 
amendment  to  The  Workers'  Compensation 
Act  (1973)  concerning  the  aforesaid 
employment  and  the  Workers'  Compensation 
Act  (Alberta) . 


5 .   INDEMNITY 


6 .   TERMINATION 


In  consideration  of  the  Board  having 
arranged  for  the  work  experience  herein 
described,  the  undersigned  parent  or 
guardian  agrees ,  and  if  more  than  one 
execute  this  agreement,  they  agree  jointly 
and  severally  with  the  Board  to  save 
harmless  and  indemnify  the  Board  with 
respect  to  any  expense,  costs  or  liability 
arising  out  of  any  damage  or  injury  occurring 
or  alleged  to  occur  in  or  in  connection  with 
the  aforesaid  employment  and  with  respect 
to  any  damage  or  other  claim. 

Any  party  to  this  agreement  may  terminate 
it  by  giving  notice  of  termination  by 
registered  mail  to  the  other  parties  at 
the  addresses  shown  in  the  agreement . 


7.   OTHER  EMPLOYEES 


8.   INSURANCE 


The  student  worker  will  not  replace  any 
regular  or  casual  employees  of  the  employer 

The  Board  maintains  insurance  with  respect 
to  its  liability  and  that  of  the  student 
workers  under  this  program.   The  employer 
has  the  right  to  inspect  the  policy  of 
insurance  from  time  to  time  in  effect. 
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9.   EFFECTIVE  PERIOD 
AND  HOURS 


10.   REMUNERATION 


11.   EMPLOYMENT  OUTSIDE 
OF  THE  PROGRAM 


This  agreement  shall,  unless  otherwise  terminated, 
be  effective  from  ,  19     until 


from 


19 
to 


Working  hours  shall  be 


Remuneration  for  work  experience  time  shall  be 
at  the  rate  of  $  per  hour. 

In  the  event  the  student  shall  be  employed  by 
the  employer  outside  of  the  scope  of  this 
agreement,  the  employer  and  the  employee  are 
subject  to  The  Alberta  Labour  Act,  the  regulations 
and  orders  thereunder . 


Signature  of  the  Employer 


The  Board  of  Trustees/School  Committee 
of  the 


Signature  of  the  Student  Worker 


per 


Signature  of  Parent  or  Guardian 


DATED  AT 


,  Alberta 
,  19 


VibVubvJtlovi  o&  completed  agreement:       oKlg^inaZ  fictaincd  by  cmptoyoA 

one  copy  {ok.  the  student 
one.  copy  {on.  tkc  school 
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AGREEMENT  FOR  ON-SITE  CONSTRUCTION/REPAIR  PROJECTS 

(Work  Study) 


Agreement  made  between 

(date) 
of  ,  Alberta 

and 
of  ,  Alberta 


herein  called  the  "Owner (s)"  and  the  Board  of  Trustees  of  the  School 
District  who  and  whose  employees,  agents  and  representatives  are  herein 
called  the  "Board." 

1.   In  consideration  of  the  Owner (s)  providing  a  site  and  the  necessary 

materials,  paying  the  Board  $  and  agreeing  to  make  no  claim 

against  the  Board  for  damages  either  directly  or  by  third  party 
proceedings,  the  Board  agrees,  without  charge,  and  to  the  extent 
that  in  the  Board's  opinion  circumstances  permit  to  ask  students  to 
build,  construct,  or  install  under  the  supervision  of  instructors  in 
the  employ  of  the  Board  according  to  plans  and  specification  (whether 
formal  or  informal)  agreed  upon  between  the  parties,  the  following: 

(Brief  description  of  project)  : 


Address  of  Project:  ,  Alberta. 

2.   The  Board  agrees  to  pay  the  aforesaid  $  to  its  insurer (s)  with 

a  request  for  inclusion  of  the  Owner(s)  an  (as)  insured(s)  with 
respect  to  the  said  project  under  the  Board's  liability  insurance. 

FOR  THE  BOARD:  THE  OWNER (S ) :   (If  not  signed  by 

each  owner  the  following 
signature(s)  is  (are)  for  all 

Owners  jointly  and  severally) 


Edmonton  Roman  Catholic  Separate 
School  District  #7 


For 


Month  of 
At 


WORK  EXPERIENCE  TIME  SHEET 


(Student's  Name) 

School  Year 


(Company  Name) 
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MONDAY : 


T.I. 

T.O. 

TUESDAY : 

T.I. 

T.O. 

WEDNESDAY 

: 

T.I. 

T.O. 

THURSDAY : 

T.I. 

T.O. 

FRIDAY : 

T.I. 
T.O. 


Stu. 
Emp. 

Stu. 

Emp. 

Stu. 
Emp. 

Stu. 
Emp. 

Stu. 

Emp. 


T.I.    is   the   time   the   student   started  work. 

T.O.    is   the   time   the   student   left  work. 

Stu.    is   the   student's   initials   and  these   sheets   are   to  be   signed 
DAILY . 

Emp.    is   the   employer's   initials.      The   sheets   should  be   signed 
DAILY . 

Notz:     T&  tk&sz  t>k<L£tt>  oaq,  not  hWL<i&  in  and  h.QjjjJinojL  it  may 
WAudLt  in  a  loi>i>  ofa  cAtdltA  ioK.  the  6tad<int. 
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RECORD  OF  JOB  EXPERIENCE 


Name  of  Student 
Work  Station 


Occupation 


(An  nwtAij  6hoatd  be  made  ^oh.  zack  day  thz  Atudznt  i<LpohM>   ^on.  wotik, 


DATE 

WHAT  YOU  DID  ON  THE  JOB 
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MONTHLY  REPORT  OF  THE  TEACHER  COORDINATOR'S 
ACTIVITIES 


(Month) 


School 


(Year) 


(Teacher  Coordinator's  Signature) 


No.  of  Students  Enrol. 


Mileage 


Date 

Location   of 
Visit   or 
Contact 

Purpose 

Method 

Time 

Code 

Other 
Activities 

Find 
Work  Stations 

Check 
Progress 

u 

CU 

u 
O 

o 

CO 

u 
cu 

Pn 

C 

M 

CU 
C 

o 

0) 

CU 
H 

M 

CU 
•U 
4-) 
CU 

►J 

4-J 
•H 
CO 
•H 

> 

rH 
CU 
> 

CO 
U 

H 

CU 
60 
CO 
CU 
iH 

s 

o 

iH 
CU 
PQ 

CU 
CU 
CO 

* 

Code* :      J .  Coon.dinouU.ng  ReponZi,  5 . 

2.  Public  Relation*  6. 

3.  KdmlnUtnatlve  Contact  1 . 

4.  IZ-ci-ct  £o  PaA.en^4  S. 


Onlentation  Pfiogtiamb 
Guidance 

Management  Pn.obi.em6 
OtheA 
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WORK  EXPERIENCE/STUDY  SUPERVISION  REPORT 


Date 


Student's  Name 


Program:   Work  Experience  25 

Company  Name  

Address 


Work  Experience  35  ,  Work  Study 


(a)  Is  the  student  replacing  a  regular  employee?  Yes   No   (Circle  One) 

(b)  Are  safety  regulations  and  precautions  observed?  Yes  No  (Circle  One) 

(c)  Assess  the  work  station  under  the  following  areas  of  concern  using  the 
following  rating  scale : 

5.  Outstanding  4.  Very  Good   3.  Average   2.  Fair  1.  Unsatisfactory 


Quality  of  experience  provided  (appropriateness,  variety,  etc.) 

Acceptance  of  student  on  the  job 

Quality  of  supervision  given  the  student 

Employer's  understanding  of  the  objectives  of  W.E.E. 

Student's  adjustment  to  the  job  situation 

Student's  appearance  on  the  job 

Name  of  Work  Station  Contact 


Was  the  student  observed  during  the  visit? 

Student's  Absences  to  Date:  

Additional  Comments: 


Yes 


No 


Coordinator's  Signature 
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TEACHER  RECOMMENDATION 


Dear  Fellow  Teacher 


has  applied  for  enrolment  in  Work 


Experience  courses.   As  you  know,  many  factors  other  than  grades  must 
be  considered  in  order  to  select  deserving,  sincere,  capable  young 
people  who  can  best  benefit  by  the  education  these  courses  can  offer. 
Having  previously  taught  this  student,  you  are  in  a  position  to  assist 
me  in  making  a  sound  decision  in  this  case. 

Please  circle  the  word  following  each  characteristic  that  best 
describes  the  above-named  student  and  return  the  completed  form  to  me 
at  your  earliest  convenience. 

1.  Ability  to  Learn  quick,  fair,  slow 

2.  Capacity  for  Work   unusual,  industrious,  average,  poor 

3.  Judgement   uncanny,  sound,  average,  poor 

4.  Initiative  exceptional,  high,  fair,  none 

5 .  Appearance very  neat ,  neat ,  careless ,  slovenly 

6.  Leadership  Quality  outstanding,  noticeable,  low 

7.  Desire  to  Make  Good   pronounced,  high,  average,  low 

8.  Ability  to  Take  Orders  outstanding,  high  average,  low 

9.  Reliable  very,  ordinarily,  unreliable 

10.  Perseverance  unlimited,  ample,  moderate,  weak 

11.  General  Conduct   courteous,  discourteous,  rude 

12.  Accepts  Criticism   readily,  indifferently,  reluctantly 

13.  Ability  to  Get  Along 

With  Others   very  good,  fairly  good,  poor 

14.  Would  you  want  this  person  to  work  for  you?  Yes  No  

Remarks : 


Return  to:  Signed 


Teacher-Coordinator  Teacher 


CHECK  SHEET  FOR  WORK  EXPERIENCE  FORMS 
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Name  of  School 
Coordinator 


Year  

Semester 


Name  of  Student  and 
Employer  (Phone) 


Agreement 


Employer's 
Evaluation 


Student's 
Evaluation 


Follow -Up 
Information 
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WORK  EXPERIENCE  EDUCATION  PROGRAM 
STUDENT  APPLICATION  FORM 
19   -  19 


Date                School 

Teacher-Coord inat 

:or 

/ 

/ 

/ 

(Surname) 

(First  Name)      (Initial) 

(Res.  Phone) 

/ 

/ 

(Address) 

(Postal  Code) 

(Grade) 

Date  of  Birth      /     / 

;  Height 

;  Weight 

;    /    / 

(Day)  (Mo.)  (Yr.)  (Soc.  Ins.  No.) 

1.   Check  work  experience  program  desired:  Work  Study 

Work  Experience  25 
Work  Experience  35 


2.   What  is  your  reason  for  taking  Work  Experience  Education? 


3.   Job  preference  for  work  experience 


Have  you  taken  any  courses  relative  to  this  preference?   If  so,  please 
list:  

4.   List  school  subjects  you  find  most  interesting.   


5.   List  subjects  in  which  you  have  achieved  your  best  marks. 


6.   Do  you  have  any  special  skills  or  experience  which  may  be  useful  in 
placing  you  in  a  job  station?  
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Business  Students;   Please  indicate  level  of  skill: 

Typing  wpm ;  Shorthand  wpm ;  Accounting 

Grades  ;  English  courses  taken  in  high  school:  

;  Math  Courses :  


Career  Exploration  Students:   Please  list  all  senior  courses  you 
are  taking  or  have  completed: 


7.  Do  you  enjoy  working  alone,  or  would  you  prefer  working  with  others? 

8.  Previous  work  experience  (any  job  for  which  you  have  received  pay. 
Give  type  of  work,  name  of  employer,  length  of  time  employed). 

1.  

2.  

3. 


4.   Present  Employer 


Days  and  times  of  employment 


List  clubs  or  organizations  to  which  you  belong: 


9.   Volunteer  Work: 


10.   What  are  your  recreational  activities  and  hobbies? 


11.   Why  do  you  think  you  would  be  a  good  employee  for  any  company  to 
hire? 
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12.   What  are  your  plans  after  you  complete  high  school? 


13.   Personal  or  business  references 
Name : 


Address : 
Phone : 

Name : 
Address : 
Phone : 


Signature 


Calgary  Board  of  Education 


CHAPTER  XI 
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APPENDIX  I 
tXAMPLE  SURVEY  COVER  LETTER 

Dear    (Employer's  Name) 

The    (Name  of  School  Jurisdiction  of  School) is  presently 

investigating  the  feasibility  of  establishing  a  work  experience 
education  program  as  part  of  the  high  school  curriculum. 

The  purpose  of  the  work  experience  education  program  is  to  help 
young  people  make  the  transition  between  school  life  and  the  world 
of  work  by  combining  meaningful  on-the-job-training  experiences  with 
related  in-school  classroom  instruction. 

A  program  of  work  experience  education  requires  the  active  support 
of  the  businessmen  in  our  community  to  assist  students  in  job 
training  for  occupations  they  have  chosen.   Your  school  district 
is  conducting  a  survey  to  determine  the  number  of  businessmen 
willing  to  participate  in  such  a  program.   Will  you  please  indicate 

if  you   wish  to  participate  by  writing  or  telephoning   (School 

jurisdiction  or  school  or  teacher-coordinator) . 

Sincerely, 


Superintendent  of  Schools 


Principal  of  School 


Teacher-Coordinator 
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WORK  EXPERIENCE  BULLETIN 
SOUTH  CENTRAL  HIGH  SCHOOL  (OYEN) 


1.  For  registration  purposes,  work  experience  is  designated  Work 
Experience  25  for  five  credits,  and  Work  Experience  35  for  five 
credits,  the  first  experience  being  designated  as  Work  Experience 
25  and  the  second  experience  as  Work  Experience  35.   Work 
experience  in  South  Central  High  School  is  restricted  to  Grade  XI 
and  XII  students. 

2 .  To  qualify  for  five  credits  the  work  experience  must  be  of  at  least 
125  hours  duration.   An  attendance  record  for  each  work  experience 
student  shall  be  kept  by  the  respective  employer  on  special  work 
experience  time  sheets  provided  by  the  school  so  that  the  work 
experience  coordinator,  or  assistant,  may  verify  a  student's 
employment  hours. 

It  should  be  noted  by  students  and  parents  alike  that  it  is  impossible 
for  a  student  to  attain  125  hours  of  work  time  by  working  80  minutes 
a  day  four  days  a  week.   Hence,  students  working  in  work  stations 
which  are  closed  on  Monday  must   find  opportunities  to  spend  extra 
time  at  their  place  of  employment.   Whether  this  extra  time  be  before 
or  after  school  hours  or  in  free  time  other  than  the  work  experience 
block,  it  must  be  arranged  by  the  students  themselves  in  consultation 
with  their  employer,  subject  to  the  Board  of  Industrial  Relations 
and  Department  of  Education  regulations  that  only  work  hours  between 
8:00  a.m.  and  6:00  p.m.  on  regular  school  days  be  recognized  for 
credit. 

3.  Work  experience  credits  to  any  student  are  to  be  within  the  forty 
credit  maximum  in  any  one  school  year. 

4.  All  students  engaged  in  Work  Experience  Education  programs  are  covered 
by  special  Workers'  Compensation  coverage  during  the  time  they  are 
actually  on  a  contract  job  subject  to  the  time  restrictions  as 
specified  in  item  #2  above. 

Note:      IN  CASE  OF  ACCIDENT  -  When  a  student  in   the  work  experience 
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program  has  had  an  accident   the  employer  must  complete  two  copies  of 
the  green   "Employer's  Report  of  Accident  or  Industrial   Disease"  form. 
Both  copies  must  be  sent   to  the  work  experience  coordinator  for   the 
school   and  verified  as   to'  the  accuracy  of  the  report  and  signed  by 
him  below  the  employer's  signature.      One  copy  is   then  sent  to  the 
Workers'    Compensation  Board  and  the  other  to   the  Industrial   Education 
Consultant,   Department  of  Education,   Devonian  Building ,   West   Tower, 
11160  Jasper  Avenue,   Edmonton,    T5K  0L2 .      In  case  of  injury  requiring 
medical  attention   the  doctor  should  be  informed  of  the  coverage. 

5.  Any  student  who  absents  himself  from  work  experience  must  notify  the 
employer  in  advance  of  his  absence  either  by  telephone  or  personally. 
Failure  to  observe  this  courtesy  may  result  in  termination  of  the 
student's  work  experience  contract  by  the  employer  or  staff  supervisor. 

6.  Where  a  student  has  completed  the  minimum  125  hours  at  his  work  station 
before  the  end  of  a  semester,  the  student  must  continue  to  work  at 
that  station  during  the  regular  block  allocated  for  his  work  experience 
program  until  the  official  termination  of  the  work  experience  program 
for  that  semester  as  determined  by  the  school  authorities. 

7.  Any  student  who  goes  to  work  experience  and  is  inexcusably  absent  from 
any  of  the  rest  of  his  classes  during  a  school  day  shall  forfeit  the 
time  expended  at  work  experience  on  that  particular  day. 
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APPENDIX   3 

WESTLOCK  HIGH  SCHOOL  WORK  EXPERIENCE  PROGRAM 
Re:   Student  Materials  for  Handbook 

A.  Background 

1.  Program  offered  is  Work  Experience  25  and  Work  Experience  35. 

2.  Programmed  for  80  minutes  in  morning  and  80  minutes  in  afternoon. 

3.  Student  takes  either  Work  Experience  25  or  Work  Experience  35, 
or  Work  Experience  25-35  at  the  same  time  (in  one  semester) . 

4.  Problem:   Any  orientation  time  or  seminar  time  must  be  taken  from 
work  experience  time. 

B.  Orientation  Procedure  and  Topics 

1.  Whole  group  meets  to  fill  out  agreement  forms. 

2.  Topics  related  to  work  experience  discussed: 

(a)  Attendance 

-  student  must  pick  up  a  time  card  every  week,  have  it  initialed 
and  turn  it  on  on  Friday; 

-  student  must  phone  work  station  on  the  day  he  or  she  cannot 
attend; 

-  attendance  at  work  experience  is  related  to  attendance  on  a 
regular  job.   Employers  seldom  tolerate  poor  attendance  before 
they  dismiss  an  employee. 

(b)  Work  Experience  Time 

-  students  have  80  minutes  for  work  experience; 

-  students  must  make  full  use  of  this  time; 

-  80  minutes  includes  time  it  takes  to  get  to  work  station. 

(c)  Job  Performance 

-  discussion  of  what  employers  like  to  see  in  their  employees; 

-  problems  arising  from  inter-relationships  with  other  workers 
and  your  employer; 
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-  discussion  about  the  over-zealous  employee; 

-  how  best  to  handle  your  fears  and  apprehensions  of  your  first 
job. 

(d)  Personal  Appearance 

-  dress  appropriately  for  work  station; 

-  hair  properly  groomed  and  lengthened; 

-  the  way  a  person  looks  and  carries  himself  will  influence  an 
employer; 

(e)  What  constitutes  withdrawal  from  the  program. 

C.  Seminar  Topics 

Periodic  withdrawal  from  work  experience  (about  once  a  month  for  our 
situation) .   First  part  of  the  session  should  be  structured  leading  into 
informal  discussion. 

1.  Structured  Topics: 

(a)  transition  from  student  to  employee; 

(b)  operation  of  your  work  station  (unions,  business  structure  and 
operation,  apprenticeship,  etc.); 

(c)  films  on  job-finding,  techniques,  succeeding  in  the  world  of  work 
etc. 

2.  Non-Structured: 

(a)  open  discussion; 

(b)  question  and  answer  period; 

(c)  individual  counselling. 

D.  Culmination 

1.  Individual  counselling:   teacher-student  interview  as  to  value  of 
program,  what  the  student  got  out  of  the  program  and  some  recommendations 
for  improvement . 

2.  Teacher-Employer  Interview 

(a)  value  of  the  program; 

(b)  what  the  employer  thought  the  student  achieved  from  the  program; 
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(c)   suggestions  for  improvement  of  the  program. 

3.  Employer  fills  out  evaluation  forms. 

4.  Student  fills  out  course  evaluation. 

5.  Student  writes  letter  of  thanks  to  employer. 
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APPENDIX    4 

EDMONTON  PUBLIC  SCHOOLS  ORIENTATION  GUIDE 
FOR  WORK • EXPERIENCE  EDUCATION 


A.  Objectives  of  Program 

The  expectations  for  the  Work  Experience  Education  Program  are  that 
students  will: 

(a)  have  an  opportunity  to  participate  in  meaningful  work 

(b)  gain  an  understanding  of  the  importance  of  developing 
acceptable  work  habits,  good  grooming  and  need  for 
self -discipline 

(c)  develop  an  understanding  of  positive  attitudes  for 
getting  along  with  people 

(d)  learn  about  the  organization  of  business  and  the 
relationships  of  employee  to  employer,  unions  and 
government  through  direct  contact  with  these  agencies. 

B.  Student's  Expectations 

1.  Participate  in  "real"  work-job  experience 

2.  Employee  relationships  -  "buddy  system" 

3.  Opportunity  to  observe  and  use  equipment  facilities  not  available 
in  schools 

4.  Learn  methods  of  operation,  business  procedures 

5.  Opportunity  to  explore  career  areas,  interests,  abilities,  needs 

6.  Realize  participation  in  program  is  a  privilege,  not  a  right 

C.  Student's  Responsibilities 

1.  Willingness  to  work  to  best  of  ability 

2.  Follow  directions,  instructions,  ask  questions  if  in  doubt 

3.  Work  company  hours,  be  punctual 

4.  Conduct  -  representing  self  and  school 

5.  Procedure  if  ill  -  make  up  time 
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6.  Handling  problems  -  procedures 

7.  Employee-employer  relationships  -  communication 

8.  Suitable  dress  -  regulations 

9.  Safety  rules  -  if  applicable 

10.  Hair  regulations  -  if  applicable 

D.  Company's  Responsibilities 

1.  Interview  students  for  employment 

2.  Accepted  student  is  to  be  considered  as  a  student  in  a  learning 
role 

3.  Assign  "buddy"  to  student 

4.  Orientation  to  particular  job  -  duties,  responsibilities 

5.  Allow  students  to  participate  in  meaningful  work  (students  should 
be  aware  of  "peaks  and  valleys"  of  work  load) 

6.  Allow  team  member  supervision  privileges 

7.  Complete  and  return  agreement  and  evaluation 

8.  Job  reference  for  student 

E.  Interview 

1.  Conduct  during  interview 

2.  Company  expectations 

3.  Application  form 

4.  Questions  to  be  asked,  answered 

5.  Payroll  experience 

6.  Acceptance,  rejection 

F.  Documentation 

1.  Parental  consent 

2.  Registration  form 

3.  Agreement 

(a)  hours  and  duration  as  per  regulations 

(b)  Workers'  Compensation  coverage 

(c)  Accident  procedures 
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(d)  Work  Study  -  no  pay  (bus  fare) 

(e)  Off -Campus  -  $1.00/hour 

(f)  Board  of  Industrial  Relations  (exemption  of  minimum 
wage;  remuneration) 

4.  Time  sheets  (if  applicable),  summary  of  work  performed 

5.  Labour  relations 

(a)  unions  if  applicable 

(b)  industrial  regulations 

G.   Supervision 

1.  On-the-job  by  "buddy"  employer  on  daily  basis 

2 .  Team  member 

(a)  three  times  during  125  hours 

(b)  once  for  work  study 

(c)  reports 

-  progress,  growth  in  job 

-  performance  (improvement,  reinforce,  re-teach, 
counselling) 

-  student's  activities 

-  punctuality,  absences 

-  grooming 

-  interpersonal  relationships 

-  physical  working  conditions 

-  inspect  time  sheet  (if  applicable) 

(d)  probation  procedures 

(e)  termination 

(f)  feedback  to  teachers,  school 

H.   Exit  Interview 

1.  Evaluation  -  employers,  team  members,  student 

2.  Report  on  experience 

3.  Job  reference  -  employment  standards 

4.  Career  plans  -  "Where  to  go  from  here." 
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APPENDIX    5 

ACADIA  SCHOOL  DIVISION  BOARD  POLICY 
RE:   WORK  EXPERIENCE  PROGRAM 

The  Work  Experience  Program  involves  the  placing  of  students  in 
employment ,  either  during  a  semester  or  a  ten-month  term,  for  a  minimum 
of  125  hours  at  a  work  station.   For  registration  purposes,  the  program 
is  designated  as  Work  Experience  25  for  five  credits,  and  Work  Experience 
35  for  five  credits. 

Application  for  approval  of  a  school  work  experience  program  shall 
be  made  on  the  appropriate  Department  of  Education  "Application  for 
Approval  of  Work  Experience  Program"  form.   A  standard  divisional  "School 
Work  Experience  Program  Agreement"  shall  be  completed  in  triplicate  with 
a  copy  going  to  the  employer,  respective  parent  and  school. 

Operation  of  Work  Experience  Program 

1.  A  specific  time  allotment  shall  be  designated  on  the  school  timetable 
for  a  school  work  experience  coordinator.   The  coordinator  and  his 
assistant (s)  shall  be  responsible  for  regular  supervision  of  work 
experience  students. 

2.  Students  shall,  as  far  as  is  possible,  be  placed  in  employment  of 
their  own  choosing. 

3.  Placement  of  a  student  with  a  prospective  employer  shall  be  confirmed 
by  the  coordinator.  Employer /student  interviews  shall  be  arranged  if 
requested . 

4.  (a)   The  work  experience  coordinator  shall  arrange  to  hold  an 

organizational  meeting  with  prospective  work  experience  students 
at  the  beginning  of  a  semester  or  school  term  for  purposes  of 
orientation, 
(b)   An  information  bulletin  shall  be  issued  to  every  work  experience 
student,  employer  and  respective  parent,  and  published  in  the 
local  newspaper. 
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(c)   Meetings  between  all  work  experience  students  and  the  coordinator 
shall  be  held  at  regular  intervals  for  re-orientation  and 
continuous  student  feedback. 

5.  (a)   Minimum  employment  time  requirements  of  125  hours  shall  be 

meticulously  adhered  to.   An  attendance  record  for  each  work 
experience  student  shall  be  kept  by  the  respective  employer  on 
a  standard  work  experience  time  sheet  provided  by  the  school. 

(b)  Where  a  student  is  unable  to  complete  the  required  time  during 
the  regular  school  day,  additional  time  out  of  school  shall  be 
expended  by  the  student  at  his  or  her  work  station  subject  to 
time  restrictions.   (Reference:   Bulletin  11,  High  School 
Inspectors  of  Industrial  Education,  Department  of  Education, 
July  1973) .   Students  bussed  at  the  school  arrange  for  their 
own  transportation  in  this  case. 

(c)  The  work  experience  coordinator  shall  collect  the  monthly 
student  time  sheets,  and  a  list  of  completed  work  hours  shall 
be  made  available  to  students  and  employers. 

(d)  Student  work  hour  sheets  shall  be  mailed  to  the  parents 
periodically,  particularly  where  the  student  is  below  minimum 
time  requirements  as  established  monthly  by  the  coordinator. 

6.  Students  shall  not  be  placed  in  employment  with  near  relatives.   Near 
relatives  shall  include  parents  or  guardians,  brothers  or  sisters, 
uncles  or  aunts,  grandparents  and  first  cousins. 

7.  A  standard  evaluation  procedure  involving  the  student,  employer  and 
coordinator  shall  be  mandatory.   The  employer  shall  evaluate  the 
student  in  consultation  with  the  work  experience  coordinator  and  the 
student  shall  complete  an  anonymous  student  evaluation  form. 

8.  Work  experience  courses  shall,  at  the  discretion  of  the  principal  and 
coordinator,  be  restricted  to  Grade  XI  and  XII  students. 

9.  Any  student  who  absents  himself  from  work  experience  shall  notify 
the  employer  in  advance  of  his  absence.   The  school  work  experience 
coordinator  shall  have  the  authority  to  terminate  a  student's  work 
experience  contract  in  the  event  of  the  student's  persistent  neglect 
of  this  courtesy. 
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10.  Any  student  who  goes  to  work  experience  and  is  inexcusably  absent 
from  any  of  the  rest  of  his  or  her  classes  during  a  school  day 
shall  forfeit  the  time  expended  at  work  experience  that  particular 
day. 

11.  Work  experience  students  are  prohibited  from  taking  vehicles  to 
their  work  stations,  except  with  the  consent  of  the  respective 
principal  and  superintendent  of  schools. 

12.  Work  experience  students  whose  work  stations  are  closed  on  a  regular 
school  day  shall  be  required  to  be  present  at  school  during  this 
time. 

13.  When  a  student  has  completed  the  minimum  125  hours  at  his  or  her 
work  station  before  the  end  of  a  term  or  semester,  the  student  shall 
continue  to  work  at  that  station  during  his  or  her  regular  work 
experience  block  until  the  official  termination  of  that  work  experience 
course  as  determined  by  the  school  authorities. 
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APPENDIX  6 

SOUTH  CENTRAL  HIGH  SCHOOL  (OYEN) 
WORK  STATION  JOB  DESCRIPTION 


Name  of  Work  Station: 


Address  (P.O.  Box  No.  and/or  Street  No.) 


Person  or  persons  supervising  and/or  evaluating  work  experience  students 

1.  3.   

2.  4. 


List  of  tasks  and/or  duties  to  be  performed  at  this  work  station  by  work 
experience  students : 

1.  

2.  

3.  

4.  

5.  

6.  

7.  

8.  

9.  

10.  

11.  

12.  

13.  

14. 


74 


B.   Skills  expected  to  have  been  mastered  by  student  at  completion  of  125 
hour  program: 

1.  

2.  

3.  

4.  

5. 

6.  

7.  

8.  

9.  

10.  

11.  

12.  

13.  

14.  

15.  

16.  

17.  

18.  

19.  

20.  

21. 


(Signature) 
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APPENDIX   7 

CALGARY  BOARD  OF  EDUCATION 
WORK  EXPERIENCE  EDUCATION 
CURRICULUM  OUTLINE 


k.   Objectives  of  Program 

1.  To  provide  the  student  with  a  meaningful  experience  in  a  real  working 
situation. 

2.  To  enable  students  to  explore  career  opportunities. 

3.  To  develop  in  the  student  an  understanding  of  the  importance  of 
acceptable  work  habits,  good  grooming  and  the  need  for  self -discipline. 

4.  To  develop  an  understanding  of  positive  attitudes  for  getting  along 
with  people. 

5.  To  learn  about  the  organization  of  business  and  the  relationship  of 
employee  to  employer,  unions  and  government  through  direct  contact  with 
these  agencies. 

B.  Guidelines  (Department  of  Education  and  Board  of  Industrial  Relations) 

Work  Experience  Education  must  include  classroom  instruction  time  for 
orientation  and  culmination  sessions.   Evaluation  of  the  students  and  the 
program  are  also  a  condition  for  approval.   Any  board  offering  Work 
Experience  Education  is  required  to  report  work  experience  activity  annually 
on  a  system-wide  basis. 

C.  Introduction 

Student  expectations  must  agree   with  on-the-job  experience  if  the 
real  working  situation  is  to  be  "meaningful."  Unrealistic  expectations 
have  a  negative  effect.   Orientation  sessions  pre-set  attitudes  for  a 
positive  learning  experience. 
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D.   Orientation  to  the  Program 

1.  Determine  student  goals. 

2.  Discuss  employer  goals. 

(a)  Interest  in  young  people  (a  sincere  desire  to  cooperate  in  the 
educational  process) . 

(b)  A  desire  to  provide  the  business  and  industrial  community  as  a 
whole  with  well  qualified  personnel  for  entry  level  occupation. 

(c)  The  need  to  maintain  an  inventory  of  prospective  employees  for 
part-time,  summer  or  permanent  employment. 

(d)  Community  and  city  public  relations. 

Matching  student /employer  goals  creates  a  successful   Work  Experience 
Education  Program. 

3.  Discuss  employer  problems  affecting  Work  Experience  Education. 

(a)  The  employer   assigns  the  supervisory  employee.   At  times  this 
places  an  extra  responsibility  at  a  busy  time.   Schools  have  no 
control  over  this. 

(b)  Students  on  half-day  employment  cannot  be  assigned  responsibilites 
which  require  on-going  attention;  the  job  cannot  wait  for  a 
student's  return.   Most  jobs  are  short-term  for  completion. 

(c)  Work  volume  fluctuates  in  any  situation;  slack  periods  occur 
(should  be  used  for  learning  about  the  company  and  how  the 
student's  work  is  related  to  overall  operation).   Busy  periods 
may  affect  instruction  by  the  supervisor.   The  student  must  use 
his  initiative  and  volunteer  to  do  jobs  outside  of  usual  tasks. 
There  are  routine  and  menial  tasks  in  all  companies,  show 
motivation. 

4.  Discuss  student-employer  relationships.   (See  "Guide  to  Students" 
supplied  in  all  student  kits) . 

5.  Provide  information  re  Board  of  Industrial  Relations  Guidelines 
(Bulletin  II  -  D.E.,  J.D.  Harder). 

(a)  Hours  and  period  restrictions 

(b)  Workers'  Compensation  Coverage 

(c)  Accident  procedures 
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(d)  Minimum  wage  exemption  for  Work  Experience  Education  students 

(e)  Compensation  for  Work  Experience  35  -  standard  rate  for  125 

hours 

(f)  Transporation  Allowance  -  Work  Study  (no  pay  otherwise) 

(g)  No  pay  -  two  to  three  week  stations  for  Work  Experience  35  for 
career  exploration  (total  of  125  hours) 

(h)   Restrictions  re  filling  a  position  available  to  a  full-time 
employee 

6.  Time  sheets  and  purpose  (teaching  information,  student  record,  station 
evaluation) . 

7.  Contracts  (conditions  and  signatures;  employers  -  procedures  for 
handling) . 

8.  Evaluation  (employer's  form,  supervision  reports,  classroom  assignments). 

9.  Teacher  visitations  and  communication  during  work  period. 
10.   Student's  evaluation  (to  be  completed  later). 

E.   Preparation  for  Work  Experience  Education  (Suggested  Topics  for  Discussion 
by  Coordinators  with  Students) _ — — 

1.  Personal  qualities  for  successful  experience. 

2.  Working  relationships  (group  goals,  productivity,  business  ethics). 

3.  Job  efficiency. 

4.  Learning  about  the  world  of  work  through  discussion  with  other  employers 

5.  Learning  about  the  organization  of  business. 

6.  Learning  about  staff  organizations,  unions.   (Prepare  specific  problems 
to  be  solved;  arrange  on-going  periodic  sessions  for  discussion). 

7.  Government  agencies  involved  in  employment.   (Report-type  assignments 
and  personal  research  are  suggested) . 

(a)  Social  Security  cards  (use,  responsibilities  of  employees, 
deductions,  benefits) 

(b)  Unemployment  Insurance  (employer  and  employee  contributions, 
administration,  benefits) 
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(c)  Workers'  Compensation 

(d)  Income  Tax  (deductions,  T4  forms,  income  tax  forms) 

(e)  Canada  Pension  Plan  (deductions,  employer's  constribution) 

(f)  Insurance  plans  (Alberta  Health  Care,  also  include  private 
plans  eg.  Blue  Cross,  etc.) 

(g)  Human  Rights  Commission 

8.  Student's  personal  inventory: 

(a)  listing  assets  and  performing  positive  self-analysis 

(b)  written  assignments  (a  positive  self-image  assists  students 
in  the  initial  employer  encounter) 

9.  Resume  preparation. 

10.   Interviewing  techniques  (resource  personnel). 

F.  Periodic  Meetings 

Case  discussions,  guidance,  problem  solving,  information  exchange. 
(Related  assignments  -  case  solutions) . 

G.  Culmination 

1.  Student  evaluation  forms  completion. 

2.  Letters  of  appreciation. 

3.  Student's  summation  of  learning  experiences. 

(a)  Oral  and/or  written  report 

(b)  Analysis  of  growth  through  Work  Experience  Education 

4.  Job  search  techniques: 

(a)  Agencies  (e)  Letters  of  Reference 

(b)  Canada  Manpower  (f)  Referrals 

(c)  Newspapers  (g)  Letters  of  Application 

(d)  Yellow  Pages 

H.   Student  Grading 

Weighing  employer's  evaluation,  classroom  assignments,  supervisor's 
evaluation. 
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APPENDIX   8 


FREQUENTLY  ASKED  QUESTIONS  AND  ANSWERS 


Question  1        What  6ta^  u>  i£quuAe.d  to  nan  a  pn-ognam? 

Answer        The  size  of  the  staff  is  determined  by  the  number  of  students 
in  Work  Experience  Education.   A  large  school  system  normally 
will  require  several  coordinators  plus  clerical  assistance. 
An  individual  school  may  have  one  full-time  coordinator,  or 
even  a  part-time  coordinator,  working  closely  with  the 
guidance  counsellors. 

Question  2        Hon)  many  &tudmti>  should  the.  doondinaton.  handle,? 

Answer        It  is  generally  agreed  that  a  coordinator  on  a  full-time 
basis  should  not  exceed  70  students  per  semester.   In  a 
beginning  program  it  is  important  that  this  figure  be 
reduced . 

QiLQAtLoYi  3        Who  aj>  leAponAible.  &oi  Initiating  thz  u)on.k  AtationA? 

Answer        The  coordinator  is  responsible,  but  he  should  make  use  of 
the  advisory  committee  in  obtaining  leads. 


Question  4        How  long  doe*  daoh  placomznt  la&t? 

Answer       The  length  of  placement  will  vary  according  to  the  type  of 
experience  desired  and  the  course.   Work  Experience  25  and 
35  require  a  minimum  of  125  hours.   However,  that  is  not 
to  say  the  student  must  remain  at  one  work  station  for  that 
length  of  time.   There  might  be  some  advantages  in  placing 
the  student  with  two  or  three  different  employers  during 
that  time.   If  the  student  is  merely  exploring  occupations 
and  has  not  made  up  his  or  her  mind,  the  student  could  be 
moved  to  a  work  station  in  a  different  occupation  during 
the  program.   Students  may  also  be  moved  if  there  is  a 
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conflict  of  personalities  on  the  job,  or  if  in  the  opinion 
of  the  coordinator  the  work  station  has  not  come  up  to 
expectations. 

Question  5        ShouJLd  i>tado.ntt>  bo.  t>cAe.e.ne.d  bn^oh.2.  ptaceimnt? 

Answer        School  records  and  interviews  should  be  used  in  screening 
applicants  to  determine  whether  or  not  the  experience  will 
be  helpful  to  the  student's  vocational  interest.   Guidance 
counsellors  may  be  consulted. 

Question  6        Who  4upeAviA2A  the.  btu.do.nti>  in  the.  ptiognam? 

Answer        Either  the  employer  or  an  employee  designated  by  the 

employer  will  supervise  the  student  on  the  job.  The  teacher 
coordinator  will  also  visit  the  student  at  work  to  supervise 
and  consult  with  the  student  and  the  supervisor  on  the  job. 

Question  1        How  o^tdn  AhouJtd  the.  coon.dincutoK  viAit  the.  6tu.do.nt  at  the. 
wohk  station? 

Answer        A  minimum  of  four  times  for  Work  Experience  25  and  35.   Once 
shortly  after  placement  so  that  the  coordinator  is  satisfied 
that  there  are  no  initial  misunderstandings  and  that  the 
student  is  satisfied  with  the  station;  twice  to  evaluate  the 
work  station;  and  a  final  visit  and  evaluation  near  the 
termination  of  the  contract.   If  the  program  extends  over  a 
period  of  ten  months  rather  than  the  semester,  there  should 
be  a  minimum  of  one  visit  per  month. 


Question  S        How  oaq.  AtudzntA  nvaJbrntdd? 

Answer        Rating  forms  should  be  used  which  are  filled  out  by  the 

student's  supervisor  on  the  job.   The  final  evaluation  is 

made  by  the  coordinator  utilizing  the  evaluation  of  the 

student's  supervisor.   The  student  is  also  required  to 
evaluate  his  or  her  own  experience. 
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Question    9        What  AafizgiMAdA  should  be.  taken  to  pie.ve.nt  exploitation  ofi 
the.  6tu.de.nt? 

Answer         Before  a  placement  is  made  the  coordinator,  the  student  and 
the  employer  should  review  the  job  description  and  discuss 
the  experiences  that  the  student  can  expect  to  receive  and 
perhaps  a  time  limit  for  these.   If  during  the  visits  the 
coordinator  finds  that  the  employer  is  not  providing  the 
kind  of  experiences  promised,  he  should  take  the  student 
off  the  job  and  place  him  Or  her  in  another  work  station. 


Question  10 


Answer 


Ia  it  tnue.  that  once,  a  Atu.de.nt  cxpeAlenceA  some,  success  In 
a  wonk  station,  he.  oh.  she.  Is  apt  to  give  up  unlveAslXty  on. 
technical,  training  faoh.  an  imme.dX.ate.  job? 

Our  experience  to  date  has  been  just  the  opposite.   Students 
are  made  aware  of  the  need  for  further  education  and 
training  in  order  to  succeed,  and  consequently  they  seek 
further  education. 


Question  1 1        Js  thenz  a  place,  faon  gifted  6tu.de.ntA  In  this  phognam? 

Answer         This  program  is  of  value  to  students  of  all  abilities. 
Students  have  been  placed  with  engineers,  doctors  and 
lawyers  in  the  community  who  have  provided  the  incentive 
for  all  the  additional  study  that  the  student  can  handle. 


Question  11 


Answer 


Is  thejxsL  a  place,  In  this  ptiogmm  ^on.  special  6tu.de.ntt> 
[physically  and  mentaJUby  handicapped)? 

Teachers  of  special  classes  counsel,  place  and  supervise 
students  with  special  handicaps.   Great  care  must  be  taken 
in  selecting  the  work  stations.   It  is  recommended  that 
their  mathematics  and  English  be  based  on  the  requirements 
of  their  job  situation. 


Question  13        Vo  the.  schools  o^eA  any  related  couaacs? 

Answer         The  work  study  program,  for  which  the  student  receives  no 
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additional  credits,  is  directly  related  to  the  courses 
taken  in  school  such  as  food  preparation,  automotives , 
and  business  education.   Work  Experience  25  and  35  courses 
need  not  have  directly  related  courses  offered  in  the 
school. 

Question  14        Can  a  Ghjxdd  X7  Atudunt  ti&giAteA  fan.  WonJk  Ex.pQAyLe.naz   35  i& 
hz.  on  i>hn  hat>  cAddit  In  Woik  ExpoAitnct   25? 

Answer         Yes,  students  can  take  one  course  in  each  semester,  or 
concurrently. 

Question  15        Should  a  6tude,nt   be  placed  in  a  wonk  station  uoiXk  kib 
pa/i&niA  ok  KelativeA? 

Answer  No,  you  would  have  a  father/son  relationship  rather  than 
an  employer/employee  relationship,  and  students  could  be 
granted  credit  for  work  they  are  normally  expected  to  do 
at  home. 


Question  16        Am  woik  e.x.peAie.nc.2.  Atudzntb  paid? 

Answer         This  depends  on  the  work  station,  the  nature  of  the 

experience  the  student  expects,  and  the  school  board  policy. 
Payment  for  services  rendered  is  a  normal  part  of  the  world 
of  work;  it  is  an  incentive  and  for  most  occupations  it  is 
the  main  reason  for  working.   The  receipt  of  pay  by  students 
gives  reality  to  the  job.   On  the  other  hand,  it  can  be 
argued  that  the  students  are  already  being  paid  in  that  they 
receive  high  school  credits  and  an  opportunity  to  learn 
about  a  trade  or  profession.   In  the  case  of  work  study,  the 
time  may  be  too  short  for  the  students  to  reach  the  point 
where  they  are  productive  workers.   In  other  cases,  providing 
a  work  station  for  a  student  and  assigning  a  paid  employee 
to  supervise  and  instruct  the  work  of  that  students  is,  in 
fact,  an  added  burden  to  employers  in  certain  occupations, 
so  that  any  pay  by  the  employer  would  be  an  added  imposition. 
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In  the  situation  where  a  student  has  had  training  and 
experience  in  the  school  program  directly  related  to  the 
job,  the  employer  often  wants  to  pay  something  for  the 
student's  services.   The  employers  are,  by  law,  exempt 
from  paying  the  minimum  wage  to  students  registered  in 
an  approved  work  experience  program.   Some  school  boards 
have  a  policy  whereby  they  pay  all  students  in  work 
experience  a  nominal  rate  of  $.50  or  $1.00  an  hour.   If 
students  are  allowed  to  accept  pay  from  employers,  and 
there  is  a  wide  variation  in  the  amounts  paid,  students 
tend  to  seek  out  the  work  stations  that  offer  the  best 
pay.   It  is  best  if  the  board  will  establish  a  firm  policy 
from  the  start  and  stay  with  it. 


Question   7  7 


Answer 


What  aj>  the,  minimum  age.  leveJL  fioA.  4tu.de.nt!)  in  \tionk  Ex.pexie.Yiae. 
Education? 

Students  should  be  15  years  of  age  or  older.  Under  that 
age  there  are  severe  restrictions  on  the  occupations  that 
students  can  be  employed  in,  most  of  which  are  unsuitable 
for  the  work  experience  program. 


Question  H 


Answer 


hie,  paAe.nti>  c.on6uite.d  with  neApe.cjt  to  the.  6tu.de.nt  and  the. 
wonk  station? 

Parents  must  sign  a  consent  form  before  the  students  can 
participate.  They  should  also  be  consulted  with  respect 
to  the  particular  work  station  where  the  student  will  be 
employed. 


84 


APPENDIX     9 
TIPS  FOR  STUDENTS 

The.  IoIIow-Iyiq  infaonmcution  kcu>  bzzvi  takm  ^nom  a  bmaJUL  voAt  pockzt 
bookteX  ptizpa/ied  by  tkz  Monk  ExpnAimaa  T&am  oh  tkn  CaZga/iy  Bocuid  ofa 
Education. 

These   tips  will  aid  you   to  become   successful   in  your   on-the-job 
experience. 

1.  The  Interview 

(a)  Report  for  your  first  interview  a  little  before  the  appointment. 

(b)  Be  clean  and  well  groomed. 

(c)  Courtesy  is  most  important.   Remain  standing  until  you  are  invited 
to  sit  down. 

(d)  Wait  until  the  interviewer  opens  the  interview. 

(e)  Respond  frankly.   Do  be  sure  of  your  capabilities,  but  admit  any 
deficiencies.   (You  are  a  student  employee). 

(f)  Ask  questions  about: 

(i)   your  responsibilities 
(ii)   hours  of  work 
(iii)   name  of  employee  to  whom  you  are  assigned 
(iv)   any  special  regulations 

(g)  Show  interest  in  the  company. 

(h)   Express  appreciation  for  the  opportunity  being  offered. 

2.  Hours  of  Work 

Morning  hours  begin  at  the  opening  of  business  hours  for  that  company 
and  afternoon  closing  time  will  be  at  the  business  day's  close,  regardless 
of  your  usual  school  hours.  (Regulations  allow  you   to  work  only  between 
8:00  a.m.   and  6:00  p.m.). 

Do  not  leave  earlier  than  contract  time  states.   Arrive  in  time  to 
start  working  when  business  hours  commence. 

Coffee  breaks  vary.   Do  not  abuse  the  priviledge. 
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J.   Observe  All  Company  Regulations 

Be  particularly  careful  of  safety  regulations  when  these  apply.   Work 
safely  at  all  times. 

A  signed  contract   must  be  completed  before  you  begin  work.   You  are 
covered  by  Workers'  Compensation  after   your  contract  is  in  effect. 

If  an  accident  should  occur,  there  is  no  Workers'  Compensation  without 
a  contract. 

t.      Errors 

If  you  have  made  an  error,  report  it  to  your  supervisor  immediately. 
It  is  a  greater  error  to  leave  some  problem  to  be  resolved  by  a  regular 
employee  who  has  not  been  made  aware  of  it. 

>.   Confidentiality 

Respect  the  confidential  nature  of  information  that  comes  your  way. 
Cause  no  embarrassment  to  another  person. 

Business  information  must  remain  a  company  matter.   Do  not  repeat 
information  or  gossip  to  school  mates,  teachers,  or  other  persons. 

).   Attitude 

Apply  yourself  full-time  to  assignments  given  to  you.   Be  certain  you 
understand  assignments  and  directions  given  in  each.   (Don't  be  afraid  to 
ask  for  clarification  of  any  hazy  areas  of  assignments) . 

Observe   how  your  job  relates  to  those  of  others. 

your  attitude  is  always  showing'. 

'.   Learn  as  Much  as  You  Can 

Learn  as  much  as  you  can  about  company  policy  and  operations  in  the 
short  term  experience  you  are  allowed.   Remember,  you  are  going  to  report 
on  your  experience.   You  will  also  be  earning  a  grade  for  your  performance. 

When  it  is  convenient  for  your  employer,  ask  questions.   Most  employers 
are  interested  in  helping  you. 
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8.  Reporting  Absences 

Your  are  required  to  report  to  the  school  and  to  your  visiting 
consultant  teacher  if  you  are  ill.   Absences  from  work  are  serious  and 
a  "note"  is  not  a  sufficient  excuse  as  it  may  be  for  school  absences. 

You  are  regarded  as  an  employee  during  the  work  experience  period 
and  are  considered  to  be  a  responsible  adult  person.   Illness  is  the  only 
reason  for  absence. 

Phone  your  employer  before   you  are  due  to  start  work. 

9.  Contract 

Be  sure  to  give  your  employer  your  contract.   The  employer  must  keep 
it  on  hand  to  show  that  you  are  a  student-employee.   Your  copy  is  pink. 
Ask  for  it  to  be  returned  after  the  employer  signs. 

10.  Time  Sheets 

You  will  receive  work  experience  time  sheets.   Complete  in  duplicate 
on  a  daily  basis. 

At  the  end  of  the  week  ask  your  supervisor  on  the  job  to  sign  the 
sheets. 

Return  both  copies  to  the  supervising  teacher  for  work  study  or 
work  experience  in  your  school. 

11.  Appreciation 

Write  a  thank  you  letter  to  the  employer.  Give  it  to  the  supervising 
teacher  for  mailing.  This  becomes  part  of  your  work  experience  record  and 
grade. 

YOU'LL  BE  PROUD  OF  YOURSELF! 
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APPENDIX   10 

CALGARY  BOARD  OF  EDUCATION 
WORK  EXPERIENCE  PROGRAM 
STUDENT'S  FINAL  ESSAY 
BUSINESS  EDUCATION 

A  Suggested  Outline  for  the  Essay; 

1.  Why  I  enrolled  in  Work  Experience  Education. 

2.  What  I  expected  from  the  experience. 

3.  Reactions  to  the  orientation  session: 

(a)  Did  it  help  me? 

(b)  Did  it  create  doubts? 

(c)  How  can  it  be  improved? 

4.  First  impressions: 

(a)  What  happened  when  I  reported  to  the  individual  to  whom 
I  was  assigned? 

(b)  What  was  the  first  day  like  for  me? 

(c)  Was  I  confident,  nervous,  feeling  "lost",  tense? 

5.  What  changes  occurred  in  my  feelings  over  the  period  of  employment? 

6.  What  did  I  observe  that  applied  to  what  I  have  learned  in  the  classroom? 

7.  What  new  objects  used  in  business  came  to  my  attention  (equipment, 
paperwork,  etc.)? 

8.  How  do  I  see  people  in  the  world  of  work  now?  Do  I  have  more  confidence 
in  my  ability  to  work  with  others? 

9.  What  suggestions  do  I  have  to  help  other  students  gain  from  their 
experience? 

10.   How  do  I  feel  about  the  addition  of  work  experience  to  the  curriculum? 
Was  it  valuable?  Would  I  recommend  it  to  others? 
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APPENDIX   11 

CALGARY  BOARD  OF  EDUCATION 
WORK  EXPERIENCE  APPLICATION  FORM 


Date: /    / 


Yr. 

Mo.   Day              School 
/               / 

Surname 

First  Name      Initial 
/ 

Home  Address          Postal  Code 

School  Coordinator 


Grade 


Residence  Phone 


Date  of  Birth/Year  Height     Weight     Social  Insurance  No. 

****** 

1.  Please  Check  Work  Experience  Program  Desired: 

CREDIT  COURSES:      Work  Experience  25  NON-CREDIT:      Work  Study  

Work  Experience  35  

Technical  Vocational:  22C    (Relative  to  ) 

Course  course(s) 

32C 

Course 

2.  What  is  your  reason  for  taking  Work  Experience?  


3.   Job  preference  for  work  experience: 


4.   List  school  subjects  you  find  most  interesting. 


5. 

List  subjects  in  which  you  have  achieved  your  best  marks. 

6. 

Special  skills  or  experience. 

7.  Business  Students:   Please  indicate  completed  course  by  Course  No.    (20/30/31) 

Course    Rate    Grade 

Typing         

Shorthand       

Accounting  

8.  All  Students:   Grade  XII  Program  (Please  list  all  Grade  XII  courses, 
completed  and   current.  Give  course  numbers.      Include  academic  courses. 

Completed:  

Current  Classes:  

DISTRIBUTION  OF  COPIES:      (7)     0/o^.fe  Exp&Umcc  Education  Ccn&ic 

( 2 )  Employ e/i 

(3)  School 
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9.   Do  you  enjoy  working  alone,  or  do  you  prefer  working  with  others? 


10.   Previous  work  experience  (any  job  for  which  you  have  received  pay).   Give 
type  of  work,  name(s)  of  company(ies) ,  or  any  individual  employer  and 
length  of  time  employed. 


(a) 
(b) 
(c) 


11, 


(a)   How  many  absences  have  you  had  from  classes  during  the  past  three 
school   months  (exclude  holidays) ?  


(b)   Have  you  any  health  problem  that  should  be  considered  when  placing 
you  in  a  work  station?       YES NO  

12.   List  clubs  or  organizations  to  which  you  belong.  


13. 

What  are  your  recreational  activities  and  hobbies? 

14. 

Why  do  you  think  you  would  be  a  good  employee  for  any  company  to  hire? 

15. 

What  are  your  post  secondary  educational  or  career  plans? 

16. 


Personal  and/or  business  references  (with  permission) .  MUST  BE  COMPLETED 
BEFORE  APPLICATION   WILL   BE  ACCEPTED. 


Name 


Address 


Name 


Phone 


Address 


17.  Do  you  have 

(a)  your  own  means  of  transporation? 

(b)  a  school  bus  pass? 

18.  Half  days  available  for  Work  Experience 


MORNING 


Phone 


AFTERNOON 


[S-ignoutuAe] 
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APPENDIX   12 

WESTLOCK  SCHOOL  DIVISION  NO.  37 
WORK  EXPERIENCE  EVALUATION  FORM 


Name  of  Student 


W.E.  25  W.E.  35  ;  Work  Station: 


Rated  by:  Date:  

INSTRUCTIONS : 

Read  carefully   the  explanation  of  points  to  be  considered  in  rating 
each  of  the  qualifications  listed  below.      Place  a  check  mark  in   the 
column  which  in   your  opinion  most  accurately  describes  the  student's 
performance . 

A  -  Su-poAion  V  -  BeJLow  Av&uzgz 

B  -  Above  Ave/iage  F  -  UnAcutufiacXoKy 

C  -  AvoAage 

1.   JOB  ATTITUDES 

1.1  Cooperation  -  ability  to  get  along  with  others: 

(A)  Gets  along  well  with  others,  is  friendly  and  helpful. 

(B)  Cooperates  willingly,  gets  along  with  others  most  of  the  time, 

(C)  Usually  gets  along  with  others. 

(D)  Is  difficult  to  handle. 

(F)  Is  antagonistic,  pulls  against  rather  than  works  with  others. 


1.2  Initiative  -  tendency  to  go  ahead: 

(A)  Is  resourceful,  looks  for  things  to  learn  and  do. 

(B)  Is  fairly  resourceful,  does  well  by  himself. 

(C)  Does  routine  work  acceptably. 

(D)  Takes  very  little  initiative,  requires  urging. 

(F)  Takes  no  initiative,  has  to  be  instructed  repeatedly. 


1.3  Courtesy: 

(A)   Is  very  courteous  and  very  considerate  of  others. 
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(B)  Is  considerate  and  courteous. 

(C)  Usually  Is  polite,  but  is  not  always  considerate  of  others, 

(D)  Is  not  particularly  courteous  in  action  or  speech. 
(F)  Has  been  discourteous  to  public  and  staff. 


1.4  Attitude  toward  constructive  criticism: 

(A)  Profits  by  suggestions,  changes  poor  work  habits. 

(B)  Accepts  criticism  and  tries  to  do  better. 

(C)  Seems  to  listen. 

(D)  Doesn't  pay  much  attention  to  criticism. 

(F)  Doesn't  profit  by  criticism,  resents  it. 


2.   JOB  PERFORMANCE 

2.1  Knowledge  of  job: 

(A)  Knows  job  well  and  shows  desire  to  learn  more. 

(B)  Understands  work,  needs  little  supervision. 

(C)  Has  learned  necessary  routine,  but  needs  supervision. 

(D)  Pays  little  attention  to  learning  job. 

(F)  Has  not  tried  to  learn. 

2.2  Accuracy  of  work: 

(A)  Very  seldom  makes  errors,  does  work  of  a  very  good  quality. 

(B)  Makes  few  errors,  is  careful,  thorough,  and  neat. 

(C)  Makes  errors,  shows  average  care,  thoroughness  and  neatness, 

(D)  Is  frequently  inaccurate  and  careless. 

(F)  Is  extremely  careless. 


2. 3  Work  accomplished: 

(A)  Is  fast  and  efficient,  production  is  well  above  average. 

(B)  Works  rapidly,  output  is  above  average. 

(C)  Works  with  ordinary  speed,  work  is  generally  satisfactory. 

(D)  Works  slow,  output  is  below  average. 

(F)  Is  very  slow,  output  is  unsatisfactory. 


92 

2.4  Work  habits: 

(A)  Is  industrious,  concentrates  very  well. 

(B)  Seldom  wastes  time,  is  reliable. 

(C)  Wastes  time  occasionally,  is  usually  reliable. 

(D)  Frequently  wastes  time,  needs  close  supervision. 

(F)  Habitually  wastes  time,  has  to  be  watched  and  prodded  along. 


2.5  Adaptability: 

(A)   Learns  quickly,  is  adept  at  meeting  changing  conditions. 

(B)   Adjust  readily. 

(C)   Makes  necessary  adjustments  after  considerable  instruction. 

(D)   Is  slow  in  grasping  ideas,  has  difficulty  adapting  to  new 

situations. 

(F)   Does  not  adjust  to  changing  situations. 


3.   PERSONAL  APPEARANCE  -  Neatness  and  Personal  Care: 

(A)  Is  excellent  in  appearance,  looks  very  well  all  of  the  time. 

(B)  Is  very  good  in  appearance,  looks  neat  most  of  the  time. 

(C)  Is  passable  in  appearance,  but  should  make  effort  to  improve. 

(D)  Often  neglects  appearance. 

(F)  Is  extremely  careless. 


ATTENDANCE  AND  PUNCTUALITY 


4.1  Absent: 


(A)  Never  absent  except  for  an  unavoidable  emergency. 

(B)  Dependable. 

(C)  Usually  dependable. 

(D)  Not  regular  enough  in  attendance. 

(F)  Too  frequently  absent  for  continued  employment. 


4.2  Tardy: 

(A)  Never  tardy  except  for  an  unavoidable  emergency. 

(B)  Seldom  tardy. 

(C)  Punctuality  could  be  improved. 

(D)  Very  seldom  tardy. 

(F)  Too  frequently  tardy  for  continued  employment. 

5.   COMMENTS  -  In  general,  how  satisfactory  has  this  student's  performance  been' 
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APPENDIX  13 

CALGARY  BOARD  OF  EDUCATION 
WORK  EXPERIENCE  EDUCATION 
SUPERVISION  REPORT 


Jo  be  comploX-zd  by  viAAJtcng  tnac.h<ifi.     Con^d^ntlat  nzpont) . 


DATE: 


Company: Reporting  Teacher 

Department: Name  of  Student :_ 

Address:  School: 


Student's  Supervisor: Program  (check  appropriate  program): 

Position: W.E.  25  W.E.  35  Work  Study 

Phone:  Related  Course: 


AREA  I:   TASKS 

What  are  the  student's  assigned  responsibilities? 

1.  5. 


2.  6. 

3.  7. 

4.  8. 


Is  the  employer  able  to  assign  a  variety  of  meaningful  tasks?    YES  NO 

Are  these  consistent  with  what  might  be  expected  of  a  beginning 

employee  in  this  job  situation?  YES  NO 

What  problems,  if  any,  exist  with  respect  to  job  assignments? 


Are  the  assignments  consistent  with  the  student's  ability  and 

training?  YES       NO 


AREA  II:   HUMAN  RELATIONS 

Does  the  student  understand  his  own  position  as  a  beginning 

employee?  YES  NO 

Is  the  job  consistent  with  his  expectations?  YES  NO 

Does  the  student  feel  comfortable  in  the  working  social  YES  NO 

situation? 

Are  other  employees  willing  to  accept  him  as  a  beginning 

employee?  YES       NO 


YES 

NO 

YES 

NO 

YES 

NO 

YES 

NO 

AREA  III;   INSTRUCTION 

Was  the  student  given  an  adequate  orientation  to  the  job 

situation  by  the  supervisor?  YES  NO 

Is  the  student  receiving  continuing  instruction  from  the 
supervisor? 

Was  the  supervising  employee  briefed  concerning  his  own  role 
in  the  student's  work  experience  program? 

Does  he  understand  the  objectives  of  the  program? 

Did  you   clarify  objectives  if  necessary? 

Does  the  employer  appear  interested  in  furthering  the 

student's  knowledge  of  the  world  of  work  and  in  assisting 

the  student  to  apply  the  skills  and  knowledge  he  has 

acquired  in  his  school  program?  YES  NO 

AREA  IV:   SAFETY 

Does  the  student  work  in  an  area  requiring  special  safety 
precautions? 

Is  the  student  provided  with  necessary  safety  equipment? 

Does  the  student  know  what  to  do  and  to  whom  he  should 
report  in  case  of  an  accident,  however  minor? 

COMMENTS : 


YES 

NO 

YES 

NO 

YES 

NO 

AREA  V:   STUDENT  COMPETENCY 

Are  the  student's  work  habits  satisfactory?  YES  NO 

Is  the  student's  personal  appearance  consistent  with  the 

standard  of  the  other  staff  employed  in  this  area?  YES NO 

What  are  the  student's  strengths?  


What  weaknesses  could  be  overcome  by  assistance  at  the  school 
level,  or  in  cooperation  with  the  employer?  


AREA  VI:   STATION  RECOMMENDATION 

Do  you  recommend  this  station  for  continuing  use?  YES  NO 

ADDITIONAL  COMMENTS: 
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STUDENT  OCCUPATIONAL  INTEREST  SURVEY 

Name  Date 


Grade  Level  Age  Male  or  Female 

Are  you  presently  employed?   No  Yes  Where  

Name  of  Supervisor •       


If  not  employed,  have  you  been  employed  in  the  past?  Yes  No 

Places  of  employment: ___^____„ _____ 


What  is  your  tentative  choice  for  an  occupation  after  graduation? 


Would  you  participate  in  an  on-the-job  training  program  that  would  help  prepare  you 
for  your  choice  of  occupation?   No  Yes 
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